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ABSTRACT .

forth in this manual are a flexible set of procedures and

questionnaires designed for use by Michigan commun1ty colleges in

evaluating non-occupational instructional areas. First, introductory
material explains that PREP is not a component of, but rather a

companion model to the Michigan Commurnity College Occupational
Education Evaluation System (MCCOEES); identifies the kinds of
information gathered through PREP and how this information can be

used; and d1scusses PREP 'S 1mp1ementat1on.,The next three sect10ns

faculty; (2) continuing education and community service through

surveys of students, faculty and staff, and businesses and agencies;

surveys of students, occupatlonal faculty,,and generai education

and (3) arts and sciences or transfer programs and courses through.

‘student and faculty surveys and other data sources. The final section

offers instructions for analyzing the PREP data both manually and

with a computer and offers guidance in presenting the .findings.

Append1ces Eroy;@e the PRGE Occupational Faculty Questionnaire and
Lansing Community College's Transfer Study Questionnaire. (LL)
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PREFACE A
: ‘ -7

Department’ of Educition, Community College Services Unit, have been involved in
the development of a comprehensive, systematic means to evaluate occupational
“instruction. The resulting system is thc Michigan Community College Occupa-
tional Education - Evaluation System (M-CCOEES). | It has been designed to meet
the requirements of the 1976 Federal Vocational Education amendments as outlined
in Public Law 94-482. M-CCOEES, however, was not developed merely as a reaction
to federal requirements. The need for evaluation has been endorsed in the State

Plan for Vocational Education in Michigan and by the Michigan Bccupational Deans

Admifiistrative Council (MODAC):
\-‘

M-CCOEES includes four components: Michigan Student. Information Syst~m’
4iSIS), the student flow model; Program Review in Occupational Education
(PROE), program seif-study; Activities Classification Structure (ACS); finan-
cial analysis; and Michigan Analysis Network and General Evaluation Report
. (MANAGER), the man~jement plan model: By using ~11 components of M-=CCOEES; a
college is able to look comprehensively at a Brogram and identify strengths and

weaknesses as well as the means for dealing with them.

Program Review Extension Procedures (PREP) are not a component of M-€EOEES
. but rather a companion model to the concept of evaluating occupationat programs
and general education. One component of PREP, General Education Requirements

in Occupational Programs, supplements the M-CCOEES information regarding occu-

i o



pationai programs. The other two PREP components -- Community Service and
Continuing Education; Arts and Science or Transfér Courses and Programs --

tional education activities.

Both MiSIS and ACS can provide information regarding non=occupational

courses and programs. Community colleges which elect to use the PREP model may

PREP will bégin in the fall of 1981 at a variety of Michigan community colleges.

Kalamazoo Valley Community College staff will be available as resources to pro-
therefore, its use and modification are entirely dependent upon local evaluation
needs: We invite your comments and suggestions for improvement and appreciate

your support for quality education in Michigan community colleges.

Co



INTRODUCTION

What 1s PREP7

Program Review Extension Procedures (PREP) are a flexible set of procedures
.and quéstidhnairés désighéd for use by Michigén communfty coiieges. PREP ad-

dresses the evaluation of three non-occupational instructional areas found in

Michigan community colleges:

-General Eaucation Réquireménts in eééabétiéﬁéT Pfdgiéﬁé

was 1nc1uded as_ a 10g1ca1,exten&1qn,of the Program
Review in Occupationa)] Education (PROE) system.

I Community Service

Many Michigan commun1ty co]]eges are 1ncreas1ng their

instructional offerings in these areas: PREP provides

too1s for obta1n1ng eva]uat1ve 1nput from the diverse

tion and ‘community serv1ce_act1v1t1es (Sect1on I11):

-Arts and Science or Transfer Programs and Courses |

PREP includes, =as Section III, procedures and instru-
ments to ass1st Michigan commun1ty colleges who cont

duct self-studies of instructional programs leading to

an Associate of Arts or Associate of Science degree,

.or the courses and disciplines commonly associated

with such programs:
- The chart on the following page depitts these components and their asso-
ciated data collection activities.
These three topical sections may be used indépéhdéhtiy or in conjunction
with eaéﬁ other. As much .as possible, the three sections are presented as
“"stand alone" materials which, when used in éombinéfion with the Data Anéiyéié

Section, do not require referenc1ng to the other topical sections:
PREP was not developed as an extension of the PROE system; it is; rather, a

companion EJdgL_With several uniquesdifférehCés. First; PREP addresses only
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p ‘
hbn:occuﬁatidnai ihStrthion'whfie 'ROE addresses 0n1y ccupat1ena1 instrdction:

This difference in subject matter led to an 1ae;eagéd emphasis on disciplines,

courses and instruetionai activities rather than an overa]] program emphas1s
J,Seéohdiy, PROE was developed to assist M1ch1gan community go]]eges; in
meeting State and Federal bécdpathhai evaluation and reporting requirements.
Again, these -requirements -are prqgram—b‘agéd., PREP was deve]oped to be used as a
seif;Study tobi for thoéé institutions.which desire té‘dé so -- ngérhﬁéhta]

requ1rements were not a factor in its deve]opment For this reason the reader

~will find that a number of opt1ons are d1scussed throughout thiélﬁahuai and

Why Use PREP? : S ; e

ﬁrogram Review Extengion Procedures do extend the évaidative tools ava%iﬂ

in nature: PREP is "activity based"; 3n a mannér similar to the Act1v1t1e$

61ass1f1cat10n Structure (ACS). Data may be collected at the most fundamental"

un1t of 1nstruct1on, and then aggregated to reflect 1arger un1ts of ana]ys1s

such as discip¥ines and programs. .
PREP can extend the dééi’éi’éﬁ—?éiaféa information ba'se,b'f communi’ty coﬁégég

reviewed through such systems as ALS PROE, and the Michigan Stgdent Informat1on
System (M1SIS); As with PROE PREP prOV1d' es nt1a11y perceptua1 1nformat1on
of a QUaiftative nature. M1ch1gan commun1ty co]]eges can use this type of

1nformat1on in cenjunct1on w1th the more quant1tat1ve data gathered through ACS

z

arid MiSIS in order to obtain a decision-making data base.

- . L
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75 a short example of how this can work; let us assume that a community
collage has chosen to implement the Arts and Scignce or Transfer Programs sec-

ticn of PREP. If ACS and MiSIS are also in place, the college will be able to

compile the following kinds -of information about, for. ékémﬁfé; the social
science area:

r

CENTRAL COMMUNITY TOLLEGE EVALUATION DATA BASE 7 7

Soc1a] Sc1ence Department

ACS Data
1. Expense Measures - 2. Act1v1t1§§ Measures !
a. compensatlgn:jsalar1es a: cgursg§7de1:vergd -
b: compensat1on--fr1nge : b. sections delivered ' .
benefits c. course credit hours
c. operating expenses d. student credit hours :
d. capital expenditures e. unduplicated headcount
- f. duplicated headcount
. . g. course contact haurs
h. student contact hours
i. independent study
. ’ ~ student clock ‘hours
- j: co-op student clock hours
ki full-time faculty FTE
1. -part-time faculty FTE
m: overload faculty FTE"
n: instructional assistant FTE
o. contractual instruction FTE
MiSIS Data -- L1bera1 Arts Méjoﬁs
P 1. otugent Educat1ona1.1ntent 2. Non- Return1ng and Graduate Students
“ a. number ihdicatihg d- a. demographic information .
- liberal arts major ‘ b. current educational and
S b. number intending to transfer - employment status
c. demographic 1nformat10n c. reason for not returning
d. special needs ' (non-retuYn1ng students
e; pTans for future attendance ~ only)
‘ . d: ratings of instruction
-©. ratings of services.
X ~f. employment information’
"g. transfer information-

—— -
s

\_ I



PREP Bata ~

1. Current Students E?’Facu]ty/Profe551onal Staff
a. student demogrephics a. goals and objectives
b. educational level ~evaluation highlights
¢. time/day preference = b. processes evaluation
d. course evaluation h1gh11ghts highlights .
e. course evaluation highlights C. resources eva]uat1on
aggregated by discipline ] h1gh|1ghts o

d. major strengths and needs

3 Additional Data Sources

a;inumber of transfers to four-year
“iistitutions ~

b. listing of transfer: institutions

c. follow-up information: on transfer student
performance

d. articulation agreements and needs

PREP can be used, then, ‘as a tool for the collection and reporting of

self-study information which supplements and clarifies information from other

sources w1th1n the co]]ege When PREP is used in conjunction with these other

sources, a fa1r1y broad data base for decision- mak1ng heeds” can be prov1ded to
the decision maker.

How 1SAEREkelmplementedf

Each eommun1ty college which implements one or more sections of PREP should

caféfuiiy caﬁ%idéf thé'ahtimal ahhrbaCH for its imﬁleméntatiah fhe appraach of

mented. For example 1f Section I General Education Requ1rements in Occupa- -

‘tional Education is used,-the person responsible for PROE implementation would

likely be responsible for PREP Section I. The PROE Handbook includes a set of

procedures to follow when implementing PROE. If these procedures are followed,

they should be used for the PREP process as well.



useful guideline when initiating a

Qi

‘The PROE procedures fmay also be

self-study of Arts and Science or TransfepfPp@gramsiaﬁdACuurses, or one of.

Cons1der the ‘following needs when determining the best method for imple-

menting PREP at your institution:-

1. RéSbéthbf]ftiés; What administrator should log1cally have overall -

responsibility for the. self-study?. Are other staff members better
able to _carry out specific responsibilities, such as data collection
and analysis? Who 1is_ i‘éé’pﬁ’o’h’éib’]é for disseminating results of the
review? Who 1is expected to use thé results for decision making?

2. Communications: How w111,part1c1pants be 1nfprmed of the study and

the need for their cooperation? Does the diversity of units involved

make a committee approach practical and effective? How will results

be -integrated with other  evaluative information? Who should sign

cover letters and memoranda? ) -

3: Follow-up: What is the best mechanism for sharing results of the
study? - Have provisions been made for follow-up with survey respon-
dents who have gquestions or suggest1ons7 Is there a method to obtain
eva]uat1ve 1nformati6h about the se]f-study _process, and to take

Michigan ccmmunity colleges have experienced, through PROE or similar

program review technigues and through accreditation’self-studies, a variety of

- methods for 1mp1ement1ng evaluation activities. Iﬁbieméntatidh and management

i

of a- PREP se]f—study in an effect1vé and efficient manner, shou]d take into

consideration the experiences and management styles of each commumty college.

Points for.the PREP Implementer
The data collection brocedures discussed in this Manual are directed toward
adninistrators who might not be familiar with survey research technigues or for
their staff who are assigned responsibilities in régard to PREP. If the user

desires information in siuch areas as sampling techniqués definition of the

population, or analysis of the data in addition to that presented in this Manual,

one could ccnsider involving a faculty member familiar with survey methods

and/or statistics. 14

1



The PREP implementer should read SECTION IV: DATA ANALYSIS before any

questionnaires are printed. Information included in that section may lead to
changes on the questionnaires such as computer data entry codes, color coding,
and so forth: Review of Section IV is an essential §fé5 in the bTéﬁﬁiﬁg phase:
muhity Cd]]egé; the individual co11eges must make decisions in the fo]]owing

-~

areas:

may be .used 1nd1v1dua11y or in combination with each other. The three
topics included in PREP procedures and instrumentation may also be. used
individually or in combination. Each community college must decide which
section(s) of PREP and which quest1onna1res will produce the information it

needs. N

2. Subject for Review

An eva]uat1on effort may be targeted toward one course or act1v1ty, a

defined set of courses or activities; or a broad area suych as all community

service activities: Since Sect1on I is designed to complement PROE; the
college should use PREP to review the same areas undergoing a PROE review.
For Sections II and II1I, there are no constraints on the possible breadth
of coverage. : '

3. Method of Data Collection

native data co]]ect1on methods and procedures are- d1scussed within each

.Section. The subject for review will influence the target popu]at1ons and

the best method for obtaining their responses.

Surveys may e1ther be ma11ed or d1str1buted W1th1n the co]]ege A]ter-

4. Alterations in the Questionnaires

PREP questionnaires may be altered to meet specific institutional needs.
Printing masters of the questionnaires_were distributed along with the PREP

Manual. Eaph qU”St1onna1re wh1ch w111 be used should be rev1ewed prior to

Each PREP component _may. be 1mp1emented at such times as best meet the needf

of the college. For ‘example, Section I would logically follow the same

implementation schedule as the "required occupational program reviews.

Section II could be implemented annually; as part of anign-going evaluation
system: Section II1 could be part of an 1pst1tut1on-w1de self-study.

9 15



SECTION 1: GENERAL EDYCATION REQUIREMENTS IN OCCURATIONAL PROGRAMS

This first section of PREP is desigried for the examination of general
education requirements in occupational programs. While Program Review in

" Occupational Education (PROE) assesses factors regarding occupational

program specialty courses; it does not investigate the general education
courses which are requ1s1te parts of those programs. This first segment of

PREP, qhéréforé; is viewed as a supplement to the existing PROE model.

There are three components of this sectibn of PREP. A1l three of
these are designed to gather information from different target group popu-*

lations for occupational programs. The three components are:

1. éfUﬁéNfé The First component is besigned to gather information from
occupational program students .regarding their perceptions of’ required
general education cocurses. :

2. OCCUPATIONAL FACULTY: The second component surveys occupafﬁona]

faculty and gathers information about their percept1ons of general

education course requirements and procedures.

3.  GENERAL EDUEATION FACULTY: The third part of this section prov1des
for general education/liberal arts faculty input. The same dimensions
as those for occupational faculty {general education course reguire-
ments and procedures as' they re]até to oc¢cupational programs) are

measured.

¢
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The three components of this firét ?QEﬁ'séctibn may be utilized either

s R,

pational programs. © v example; an 1nst1fut1on may choose to use the first

-

eﬂ‘-&

Converse]y, an overall evaluation of a r§~t1cu1ar occupational program (or set

e

of programs) may be in process, and hence the institution may decide to use all

three of the instruments in this PREP section. PREP is designed for maximum
flexibility and permits colleges to use any combination of instruments in order
to meet particular institutional needs. |

The PROE mardal includes procedures for collecting data from occupational
students and faculty. These should be reviewed prior to implementing any of the

I I . _ & <o
PREP surveys in.Section I.

Student Si-_ey (GE/S)

St{ 42nts enrolled in occupational programs mdy be surieyed to gather infor-
mation 'eéaﬁd?ng their perceptions of the general education courses required for
thei; \program: This survey collects data on demographic variables such as age,
$e educat1ona7 Tevel attained; and on students' perceptions of the relevancy

. & N

and qua11ty of such course requ1rements -

It should be .noted that this part1cular student survey is des1gned to be

emp]oyed .for both the occupatibha] student evaluations of the1r requ1red non-

g;occupat1onal‘courses and for non-occupational students (e.g., arts and science

.

5**3?‘£Féﬁ§fé? program students) to evaluate their discipiiné areas. QUéstiOh five/

groups (see ‘the ana]ys1s sect1on;3bage 76, for further. information).

L]
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This survey may be administered by two different methods

naires by mail: “An immediate advantage tc¢ this method _is that the re-

searcher can identify specific students and ensure that only those students
re¢e1ve the questionnaire. Disadvantages include increased cost, lower re-
turn rates and [increased turn-around-time. . ,
If the institution decides to use the mail method, the first step is to
jdentify questionnaire recipients -- usually all the students enrolied in

the occupational program being reviewed, who have completed at least 15

cred1t hours at your 1nst1tut1on Un]ess the program under review has an

exceptionally large number of students who meet the criteria (perhaps 200

or more), it is genera]]y best to mail quest1onna1res to the entire popula-

tion rather than to sample. If sampling is in"order (a sample size table
is included in the analysis section), it may be accomp11shed by several
methods: Bne is to use a table of random numbers; another is to have the
computer select a random samﬁﬂe,,and a very common method is to select
every Nth student; which is called a systematic random sample. If the
systematic random sampling method is used; and every, third student is

'sampled,; be sure to place the numbers one, tWO and three on slips of paper

and have someone draw the number which will be used to begin the sampling

process. Then simply count off and use every third name:

The questionnaire is then mailed to the se]ected students, a]bhg'With a.

cover letter which explains the purpose and- intended uses of the survey.

In most cases, .a second mailing is advisable to increase response rates.

The follow-up ma111ng may be sent to all students 1nc1uded in the initial
.mailing; with the instruction to d1sregard the second request if they "have |
already returned a gquestionnaire. A .less .expensive and 'more reliable

method is to code the guestionndires or thel return envelopes prior to the

first mailing. As questionnaires are returned, the student addresses which

match the returned code numbers can be e11m1nated from a:second mailing:

Samp]e cover letters for both the initial and second mailings are 1nc]uded'
in th1s section: - .

Bo not forget to include some form of. prepald enve]ope, You may pre:stamp

the return envelopes,; or use a postal permit number (business ‘reply).

your institution a]ready has a prepa1d postal account, usind it may pe less
costly than placing postage -on each return enve]ope " The prepaid permit
costs a few cents ‘more- per letter than first class postage, but you pay
only for those questionnaires which are actually returned and only for

those which are deliverable as addressed. The institution might also con-

sider additional incentives fo respondents, such as including a penc11 with

the college name, a quarter, or some other inducement:

2. In-class distribution -= This method: of . adm1n1ster1ng the questibh-
naire also has advantages .and disadvantages. _Disadvantages include the
necess1ty of interrupting class time and obta1n1ng faculty cooperation, as
well 3@s the 1ncreased difficulty of ensuring that only those students whom




you wish to complete the quest1onna1re agtually comp]ete it (again, see

~question 5 for a sorting possibil’ty). Advantages are low cost, fast

turn-around-time; and high response rates. A sample set of instructions

for the facu]ty member to use is 1nc1uded 1n th1s section. These shou]d be

across the selected classes. Note again that quest1onna?res from students
who are enrolled in_ non-occupational programs should be sorted out for
analvsis purposes. O0Or, the instructor may give an oral direction to the
‘effect that only occupational students should complete a questionnaire.

Pr0v1de the instructor with an envelope in which to return the quest1on-

naires. - The course name and section number can be labeled on the envelopes

for easy identification later.

YégIWiTT need to determine those courses 1n'the arts and sc1ence/genera]

education disciplines which are required for the occupat1ona] program(s)

under review. One method for determining this is to review the college.
7 catalog, noting those general education requirements for a given program,
or those common_to a set of occupat1ona] programs. If a Targe ﬂumber of

than,d1str1but1ng quest1onna1res in all of the sect1ons The numbér you
sample will depend upon the total humbérfOf,géctidns and the number of -
. students in each section. A sample size chart is provided in the analysis

section. Sections should be selected as randomly as possible. An easy

method is to place the section numbers in a box, and draw out the needed

numbe+ of sections. This ensures that every sect1on has an equa] chance of
beir; chosen.

The cover lettef and fol]oW‘up 1etter samp]es are presented with the student
qUéétibhnéfré; as well as instructions for faculty who may be asked to d1st"1-;
" bute the student quéstiopnairé in thé classroom.

7
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INSTRUCTIONS FOR IN-CLASS DISTRIBUTION.OF STUDENT QUESTIONNAIRE

Please read the following instructions to your class before hand1ng out the stu-

dent questionnaire. Use either 2a or 2b; as c1rc1ed

1:

2a.

. questionnaire.

Central 6pmmun1ty Co]]ege is rev1ew1ng courses wn1ch may. be requ1red for

occﬁpat1ona] programs, such as this one. We need student input in order to
have a complete picture of strengths and problems.

Even though you may ot be enrolled in an occupational program we still
need and want you to fill out a quest1onna1re

If you are enrolled primarily for transfer purposes; or for persona] in-

terests, do not complete a quastionnaire: If _you are enrolled in a program'

which prepares you for 1mn°d7dte emp]oymept p]ease do fi11 one out.

-Be sure to answer each question. You will see spaces for. "don t know" and

"not app11cab1e" answers on the second and third page.

You will not be identified -- there is no need to put your name on the

[

Distribute questionnaires and pick them up upon completion:

Pl

24
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SAMPLE COVER LETTER FOR MAILED STUDENT QUESTIONNAIRE
(College Letterhead)

(Date)
. (Inside- Address) . S
Dear

. We need your help.. Central €ommunity College is in the process of reviewing the
Industrial Supervision Program. Part of the review process includes obtaining
information from students about the general education courses required in this
program. : . '
PLEASE take & few minutes and complete the enclosed guestionnaire. A prepaid
envelope is provided for your regly. '

4

We believe that students are a very important part of the Industrial Supervision

Program review. Your honest -answers will help us -improve the program.
You will not be individually identified in any report or to any fé?dity ﬁéﬁbé%;
Thank you for your cooperation.

§incéréiy,

(Dean or Piesident)

\\\\ o 2.1.
\, .
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SAMPLE FOLLOW-UP LETTER FOR MAILED STUDENT QUESTIONNAIRE
' (College Letterhead)

(Date)

{Inside Address)
Dear

About two weeks ago you should have received a copy of the enclosed question-
naire.-  We really do need and ‘want your input: If you have not already com-.
pleted the questionnaire, PLEASE take the time to do so. A prepaid envelope is

provided for_ your convenience.

-t

If you have already mailed a questionnairé, please do not fill out this one,

Thank you for your help. o . >
éincéréiy,
,

(Dean or President)

-
[y
w
oo
U
gl



GENERAL EDUCATION/ARTS AND SCIENCE
- STUDENT SURVEY

extension
procedures

-t

INSTRUCTIONS Please answer each questien as accurately as you can. Place an “X” in tﬁhfeﬁgppropriate
box or write in your answer, where needed. Mark only one answer for each questlon'

1. Course: _— A

‘2. Areyou: 10 Male. 2 (3 Female N -
3. Howoldareyou: - - vyears . OfficeuseOnly || ‘
. . ~
4. Are you: .
i OO American Indlan or Alaskan Native 4 =] Hispanic
2 (O Asian or Pacific Islander _ : 5 O Whlte, not.of Higb’gﬁ;é origin -
3 8 Bizck, not of Hispanic origin C s
5. Are you enrolled in thls course primarily for (chéck one box and wfiié in your major/
. program):
1 (J Obtaining an Assocuate of Arts or Associate a0 Meet!ng occupational ptogram requlrements !
e of Science (transfer) Ocpupatlonal Program: B
- Major _
20 thalnmg transfer credits S .
? 4 0 Otherreasons: —————
. Major: 7 N

6. How méri’y’ credit hours have you completed at this college:

10 ‘None — this is my first class 4 0 31 to 45 credit hours
"3 0 1 to 15 credit hours ) - 50 48to 60 credit hours
3 O 16 to 30 credit hours ) 6 [J over 60 credit hours
7. Check the highest level of schooling you have completed:
1 O Less than high school ~ ~ _ s (0 Four-year coliege graduate
2 B] Righ school graduate 8 B Master’s degree obtained . »
a O GED certificate N 7 0 Ph.D,, Ed.D., J.D.,, M.D;, etc.
4 0 Community college graduate” .
8. How many classes are you taking this term:
10 One 2 (0 Two a O Three 4 O Four 5 O Five, 8 (J Six or more _
_ 9. The times and days this cburse is scheduled are : , A
1 O Satisfactory 2 O Unsatisfactory — | would prefer:
, days ——————_time
[ NP 4 . “ P ——
OVER, Please 2 3 | ' GEIS




-

"-COMPARE THIS COURSE TO.OTHERS

YOU HAVE TAKEN.IN TERMS OF:

10. Level of difficulty: I

.

New vocabulary

New theories

New math

e Subject matter covered

11. Amount of work assigned: N

+ Readings (text)

Written assignments

Special projects .~

12. Course objectives:

s Show you the reiationship between
tl’ji'siééi:i’r%:@ 7a?r1di other courses in

your major program

" s Are focused on b’§ the instructor to

s

__keep you aware of your progress

13. The prerecjuisites for this course were




NOTE ;;’ :
CHANGE' -

\

14. The instructor: - . S : :
*+ Knows the subject matter 5 ’ '
provide help when you néed it .
Provides instruction so it is interesting . _ : ,
e Pr

Is available to

vidgs instruction so it is understandable :
N A _ ) -
15. The contribution this course makes tosmy .
understanding of my major/program is -

16. The amount i iearned from this course is

-ﬁ\‘i‘

17. The degree to which this course stimus

lates my interest in this subject matter is

/

18. The degree to which this type of corse I} ERE o
. helps me understand the world | live in is _

19. The degree to which this type of course : b
encourages me to examine my personel
valugs is

g

20. The degree to which this type of course

leads me into new ways of thinking is o

9

. THANK YOU VERY MUCH !

7




6ccupationai Faculty Survey (PROE/1) .~

# \Vi' )

PROE conta1ns a survey to be completed by occupat1ona] program facu]ty;~ PREP
seeks only to supplement that survey,r1n the area of general educat1on course ; .
Féddiféﬁéntg for part1cu1ar occupat1ona1 programs. The following survey cof-
sists s1mp]y of add1t1ona1 quest1ons which may be attached %p the PROE survey

(see append1x for comp]ete PROE facu]ty quest1onna1re) A procedures for

d1str1but1on are the same:. as ‘those for the PROE facu]ty quest10nna1re, 1nc1ud1ng L

the option to complete the quest1onna1re by consensus or 1nd1v1dua11y; A]so,

administrators; counselors, or other staff fam111ar With the program(s) under

review may be asked to complete a PROE facu]ty quest1onna1re
The additional dué5t1ons tollect, data about facu]ty percept1ons 1n the

- )

areas of curriculum deve]opment, commun1cat1gns and coordination, and sharing of

student performance information.

The set of quest1ons on the next page shou]d be pr1nted and stap]eduto the

7

PROE quest1onna1re

¢

T



" PROE - — ;
Michigan Community Colleges ggzs_éé
FACULTY PERCEPTIONSOF

OCCUPAT|ONAL EDUCATION PRGG RAMS / GOMMENTS

(please_ nots_ ex-
planatory remarks or
needs for lmprov&
ment)

GENERAL EDUCKI'lON AND SUPPORT INSTRUGTIGN

qulred for this program involved in planning new oc-

cupatronal programs

L

/
Are faculty who teach general educatron courses re-

quried for this program involved'in the on-going plan- |-

g d

nrng process: . e
i :

N

o

[

Are faculty who teach requrred general educatron
. courses provided information on: _
Performance of students enrolled in your program - |: | .
.Gurricular changes )
New program emphases ‘ [

Is performance information regarding your program.

students who are enrolled ‘in general education

faculty: -

=

Do faculty and staff lnvolved in oceupatronal and

non-occupational areas ‘openly share problems and

rdeas in areas >f mutual concern:




Y

General Education Faculty Survey (GE/F)

Y

Faculty who teach general education courses required for the occupational
program(s) undergoing a PROE review may be surveyed in regard to their percep-
tions of that program(s) and their relationship to it. ‘This third part of the
first section of PRER allows general education/liberal arts faculty to be sur-
veyed on stch dimensions as the communication and coordination between occupa-

r
tional and non-occupational faculty, curri;uium development, and the integration

requirements: 7

As- with the student survey, the following questionnaire presents an addi-
tional point of data collection and population for extending the PROE system. It
is désignéd for -distribution to faculty or other professional staff such as
. fhose th,pPOVidé jnstructional services to occupational students:

Of primary importance as a surveyed population would be those non-occupa-
"tignal faculty members who regularly teach courses which are considered general

education requirements in an occupation program. For example, if the Drafting
program is undergoing a PROE review and a geometry course is required for pro-
grém completion, the faculty member(s) who regularly teach that course could be
:askéd to complete the PREP guestionnaire.

In order to be consistent with PROE procedures; it is suggested that the

oCCUbatfbnal faculty SUFvgys{ ﬁéncé, facuity mehbéré may compiété the ques-
tionnaire individuaii§:or bylc;nsensus. ~

Another option open to’thé'coiiege is to survey general education faculty
fegarding one'ocfupaiiéhéi program, several related bFééFé@é; ;F the éﬁiiﬁé set
of occupational programs. Since general education faculty input is hqt-rQnyﬁéd
for meeting federal gavefﬁmeh£31 reporting requirements (as are the other PROE

.

S 2 "



education faculty survey every N years, across all or the majority of general
education courses. This method would; of 'co'u"rééi produce more general informa-
tion, and could potentially be useful in a campus-wide review of the relation-
éhib between occupéfionéi and non-occupational coursework.

If the ﬁﬁ?é?ﬁéf?ﬁﬁ sought ?glgﬁééffia to a given SééﬁﬁétiéﬁéT program, then

the PREP general- education faculty survey should be condicted at the same time

that PROE surveys are conducted for the occupational program in guestion. This
general education componants. . , x

The PREP survey for general education faculty-follows, along with a sample
cover letter explaining the process:. The cover letter should specifically state
which occupational program(s) are to be included in the review process.

2
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SAMPLE COVER MEMO TO ACCOMPANY GENERAL EDUCATION FACULTY QUESTIONNAIRE
o
CENTRAL COMMUNITY COLLEGE
Interoffice Correspondence
T0: (faculty name)
FROM: (Béah or other appropriaﬁé_péréon)
DATE: o

SUBJECT: Raview of General Education Course Requirements

The (name of program or programs) is undergoing an internal review, as
required by State and Federal regulations. _Even though we are not
required to obtain input from non-occupational faculty; I believe that
your perceptions are important to consider in the total evaluation
process:

‘You are receiving the questionnaire because of your experience with
(name of course(s) which are general education.requirements), a course

which is reguired for students in this program. Please try to base-

your responses upon your experiences in that course:
Please complate the attached guestionnaire and return it to my office
by - :

”

Thank you for your cooperation.

NOTE: If a sufficient number of faculty prefer a concensus evaluation, we sug-

gest that you meet with them and explain that option.

i ica
)




FACULTY SURVEY

prograra
review .
extension
procedures

¢

This survey is to be used in conjunction with an evaluation of the following occupational
pregram(é): ‘ :

Please try to provide answers based on the above program(s) only.
INSTRUGTIONS: The foliowing items measure your perceptions; there are no “right” or -
“wrong” answers. Place an “X” in the column which you believe best
describes each item. For your assistance, the ratings should generally
describe:
EXCELLENT:  You see this item as ideal, no need for improvement.
GOOD: This is a strong rating; with only siight need for improve-
o ment. '
®ACCEPTABLE:  You §ee this item as average; and have dcfinite ideas for
improvement. .
BELOW EXPECTATIONS:  This item should receive immedtate attention.
POOR: This item is sériously inadequate:
Also given is a “Don’t Know” space; for those items about which you have insufficient Infor:

mation to form an opinion. . . .

A space for comments or Suggestions Is given after each item. Please use it to clarify your
rating or elaborate on a problem or strength:

YOUR DISCIPLINE OR DEPARTMENT: ———* -

PERSONS PARTICIPATING IN CONSENSUS EVALUATION, OR INDIVIDUAL RESPONDING:
Name N Title

OVER . GESF



your department/dlsmplme

COMMENTS:

2. Appropnateness of writtén course objectives for
courses in your department/discipline.:

COMMENTS:

3. Overall integration of general education course work
with occupational program course work:

COMMENTS:

4. Processes for establishing general education course
requirements fot new occupational programs.

o

COMMENTS:

5. Processes for reviewing general education course re-
quirements in engoing occupational programs:

—! |

COMMENTS:

®
_mg‘_\

o
— |



NOTE
CHANGE

6. Informal communication and coordination between
occupational program faculty and general education
faculty.

COMMENTS:

occupatlonal program faeulty and general education

faculty. , |

~
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3
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COMMENTS:

~ 8. Degree to which occupational program Advisory

Committees are involved with general education

course requirements.

-

COMMENTS:

9. Degree to which the content of your courses il-

lustrates the relevance of the course to occupational
programs

—

— COMMENTS:

10. Reciprocal information sharing between occupa-

tional and general education faculty about student

progress and problems.

COMMENTS:

35
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courses requrred in this program( ): (Please check most approprrate response)

10 They understand the need for the course work-and are enthused:

2 [0 They do not make a connection with their overall program, but appear to enjoy the courses:

3 O They are there only because the courses are required for graduation. ‘ -
4 T They are openly resentful about the requirements. '

50 OTHER

educatlon requrred courses: (Please check most appropriate response)

1 EI They are most suppomve and seé these courses as an rmportant part of occupational education.

2 &3 While there is no open support, they do see the course work as necessary and relay this attitude to
- their students.
3 @ They have an attitude of benign neglect.

4 [0 They are openly critical of the courses and the need for them.
5 [0 OTHER: —

13. What would you identify as the major strength of your drscrplrne/department as it
relates to this occupational program(s): ;

14. Wﬁat one suggestion would you make for improving the supportive relatlonshlp be-
twéen genéral education and this occupational program(s):

THANK YOU VERY MUCH S GEIF




SECTION I1: CONTINUING EDUCATION AND COMMUNITY SERVICE

‘This po}tioﬁ of PREP is designed for use in a self-study of continuing edu-
cation and community. service courses or other activities. As with other PREP
sections; institutions may choose to use one, two or all tﬁrée parts of this
section. You may also desire to review only continuing education or only.
community service activities.

The perceptions and needs of three groups commonly associated with con-
tinuing education and community service are ihvéStigated By using this section
of PREP. These three groups are:

i. STUDENTS: The first component gathers ‘information from students
enrolled in continuing education/community service courses or activi-

ceptions of course quality, convenience, and other topic areas of
jnterest to them. ’ ‘

ties. Topic areas include student characteristics and student per=

2.  FACULTY/STAFF: -Faculty who teach continuing education/community
service courses and activities; as well as_ those staff .members who
administer these areas; may -be surveyed using this instrument. The
guestionnaire is focused; however, toward the part-time faculty com-
monly involved with .continuing education and community service.
Information gathered includes perceptions 9f support services; ar-.
rangements, and additional topic areas of interéest. ’

3. BUSINESSES/AGENCIES: This third component of Section II provides a
method for colleges to gather information from businesses. or other
agencies who contract for (or are otherwise directly served by) con-
tinuing education and community service activities. Since these

groups are often as important a clientele as the students themselves,

information regarding their satisfaction and ideas for future services
can be helpful. . . v
37



As noted above, the institution may choose to use all or parts of this

section. Data may be gathered from the three target popul=tions in several

ways, as explained in the pages following. Also, the College will want to con-

sider the timing of data collection and the number of different courses/activi-
S

ties to be ‘included in the study. For gkéﬁﬁié; you may choose to‘distributé
questionnaires to all students, faculty and sponsoring agencies over a semester
. of activity, or these groups could be surveyed over alternate semesters to 1&ssen
the amount of time needed at any particular point. Another alternative would be
to distribute the questionnaires for selected courses/activities only, such as
only those offered through community schools, or only those related to public
service employees. These choices are entirely at the discretion of the

institution and should be made based upon information reeds and intended uses of

the data. )
Student Survey (CE/S) ; N .
The survey for those students enrolled in éaﬁiiﬁuihg education and commu-
Rity service courses and activities inciudes information regarding a number of
different dimensions. The first part of the questionnaire is-designed to col>
zéci démogrébhic data ch student chéfécteffét{cs SUCh-as'age; sex; e&ueatioﬁalN

level attained, and reasons for participation. The second’ part of this ques-
tionnaire collects data on course/activity preferences regarding days; times and
locations: The last part is devoted to gathering evaluative information about
course content; instruction methods; and support services. The studént survey
may be administered by two methods: '
1. In-class distribution -- Instructors may be requested to distribute
questionnaires to students toward the end of the course/activity. This
method s recommended if time allows and instructor cooperation is obtained.
It normally results in an increased numbér of reSponses and-is 1@ss costly
and time-consuming than a mailed questionnaire. If any sampling i$ needed

38




for these types of offerings, it would likely be "purposive" in that par-
ticular activitiés would be _included. because of the information needs
related to those activities. A sample instruction sheet for the instructor
or other distributor is included in this section.

The student questionnaire includes a space-to identify the course: .To
be sure that this is possible, give the instructor an envelope in which
to return the questionnaires which is clearly marked with the name of
the course and section number. : ‘ ,

2. Mailed survey -- Depending upon your own needs, a mailed survey.may be
more satisfactory. For example, rather than distributing student gques-
tionnaires throughout the semester or over a  year; it may be considered

more advantageous to conduct a singlz survey at the end of a semester or

year. If this method is chosen, the first step would be *v identify those

ctudents-who_will receive questionnaires. This might be accomplished by
using class 1ists or participant rosters. When large numbers of students

are included in the population to be surveyed, the college should ‘consider
sampling as a cost saving technigue. A sample size chart is included in
the analysis section.- A rule of thumb is to expect about one-third of the

questionnaires mailed out to be returned. If, therefore, there were 4,000
students enrolled over the time perind of interest; and you wish to obtain
400 responses, guestionnaires should be mailed to 1,200 students.

If sampling is in order, a variety of methods may be employed to draw the

sample: One is to use a table of random numbers,. or the computer may be
able to select a random sample for you. A very cormon and reliable method

ijs to-select every Nth student, which i called a systematic random sample:
If this method is used, and you need every third student for example, be

sure to place the numbers one, two and three on slips of paper _and have
someone draw out the number which will be used to: begin the sampling.pro-

cess. Then simply count off and use every third name:
Be sure to include a cover letter ($ample cover letter follows) and a pre=
paid .envelope. You may pre-stamp the return enveiopes, or use a postal
permit number: If your institution already has.a prepaid postal account,
using jt may be less costly than placing postage on each return envelope:
The prepaid permit returns cost a few cents morc than first class letters, .
but you will pay only for those questionnaires which are actually returned:
The institution might also consider providing incentives for questionnaire
returns, such as including a pencil with the college name, a guarter; or
some other inducement. '

A follow-up mailing is advisable to increase return rates. Send the ques-

tiohnaires to the non-respordents with a second cover letter (see sample,
following). It is soimetimes useful to color. code the first and second
mailings so you can determine the number o/ responses gaivied by the

additional effort.

The follow-up maiiing may be sent to ali students included in the initial

mailing,; with the instruction to disregard the second request if they have

already returned a gquestionnaire. A .less expensive and more reliable
fiethod is to code the questionnaires or the return envedopes prior to the
first mailing. As questicnnaires are returned, the student addresses

which match _the returned code numbers can be eliminated from a second
mailing. |

.39 fj;j



The student ques.ionnaire which follows is one of SéV"réi'opfiohE open to those
colleges who are also using Michigan Student Information Systelm (MiSIS) surveys.
There are several guestionnaires directed toward continuing education students
in the MiSIS package. The college may wish to review these ﬁdéé%iéﬁﬁé%?é% as
well to determine which one best meets its needs.- In particular, MiSIS includes
"Continuing Education ﬁrépérétory", 7"éon't1:nu1;ng Educatfon éij'ppi'ementa'lﬁ, 4a"rid

"Continuing Education Other" surveys.

33
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INSTRUCTIONS FOR IN-CLASS DISTRIBUTION OF STUDENT QUESTIONNAIRE

5’ .
Please read the following instructions to your class before handing.out these

student questionnaires:

1. Central Community College is interested in your evaluation of (course or
activity). We will use your input to make program improvements and to
plan future offerings. : .
2. Please complete the questionnaire as completely and homestly as you can.
Note that guestions 19-21 hdve spaces for "don“t know" and "not applicable"
answers. : ’ . o

3.  Feel free to make any additional comments or suggestégns you wish. .

4. You will not -be personally identified -= there is no need to put your name
on the questionnaire: : .

5. Thank you for your help.

Distribute guestionnaires and pick them up upon completion:




SAMPLE COVER LETTER FOR MAILED 's"T'UbE'N'f- QUESTIONNAIRE
(College Letterhead)

(Date) | | : \

. I
(Inside Address) :

Pear .

We need. your ' he]p You were reqent]y,enro11ed in a course offered through the

Continuing Education Office here at Centra] Community College: We. are asking
for - your ass1stance in improving and p1ann1ng for future courses like the one

you took. ' : "

PLEASE take a few m1nutes and comp]ete the enc]osed quest1onna1re i A prepa1d,

envelope is prov1ded for your return: X

We believe that students,are a valuable source of information as, we evalu-

ate Central Community College services.  Your .honest answers will be very
helpful. : " ) : -

You will not bé individually identified, énd\theré is no need to Qﬁéé your name
on the qUést1onna1re ; P <o

N 7 o ] - o : R )

Thank you for your cooperation:: N ;;;3~—\§

Sincerely,"



- - N
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SAMPLE FOLLOW-UP LETTER FOR MAILED STUDENT QUESTIONNAIRE

by

SN . | ' | _ (College Letterhead)
(Date) ‘ C o " : -

(Inside Address) ;
Dear . - o+ | ) :

About two weeks ags you should have received a copy of the enclosed question-

naire.. We really do need your help. PLEASE take the time to complete the en-
closed guestionnaire. A prepaid envelope is provided for your cOnvéniéhCE.

-

If yae.aavg already returned the questionnaire, pjease do not fill out this one.

Thank you for yeur time and your answers.

Sin¢efeiy,

-y

(President or Dean)



[ PR
Michigan Cor

:nity Colleges

. CONTINUING EDUCATION AND
A h COMMUNITY SERVICE
gl " STUDENT SURVEY
program :
review

extension

procedures
INSTRUCTIONS Please answer each qu Jestlon as accurately as you can. Place ari “X" in the appropriate
box or write in your answer, where needed. Mark only one answer for each questlonl

1. Course-or activity: - 2. Areyou: 1 O Male 2 (] Female
3. How old are you: o~ years College Use Only
4. Are you: , )

1 0 American Indian or Alaskan Natlve _ 4 O Hispanic

2 [3 Asian or Pacific Islander 5 B White, not of Hlspanic origin

'3 O Black, not of Hispanic Origin

5. Flow many credit hours have you completed at this college

i O None — this is my first class 4 O 31 to 45 credit hours
2 O 1 to 15 credit hours . 5 [ 46 to 60 credit hours
3 53 16 to 30 credit hours , ' ‘s &) over 60 credit hours

6. Check the hlghest level of schooling you have completed ) v
1 E] Less than hlgh school 5 E] Four-year college graduate ¢
2 [ High school graduate 6 (0 Master's degree obtained

3 0 GED certificate 7 O Ph.D, Ed.D,, 4.0, M.D, etc.
4 [0 Community college graduate :

7. Flow many classes are you. taklng this term:

’1[:]One : 40 Four
20 “Two : ‘ .5 O Five
3 5 Three . ) “8 B Six or more . , B

8. Are you presently employed:

18 Yes, fu,",,t':ﬁf, ] 3 O No, but actlvely seeking employmant
2 Yes, pari-time .- ' ? 4 O No, and not presently saeklig employment
9. If you are employed (either full or part-time), what is your current occupation: .

[TT eoilege use Only -

OVER. - . cEis




10. How did you learn about this courc and/or activity: ] .

10 Newspaper 5[0 Bedle’ 7 7
20 College publication 6 O TV advertisement
3 0 Other student 7 E] College personnel
4 B3 Friend/relative - 8 [J] Other: _

;-

11. What was vour PRIMARY reason for enrolling in this course and/or activity (check one):

i O Personial interest : -5 O Personal desire to improve skills for current job
2 O Meet new people 6 B Certificate/degree

3 J Meet surrent job education requirement .7 [0 Supplementincome

4 O Préparation for new job s O] Other N

12. Do you plan to enroll in a course or actnvnty at our college in the future:
10 Yes 20 No 3 B Undecided - -

13. What course or activity would you like to see offered:

14. PreferEnce for location of cotrse or actlwty

1 O Coilege campus: : 5 (J Church: -

2 0 Downtown area: - 6 (] Hospital: e
3 O Shopping centers: g 7 B Community Center: _

& [ Area school: : ‘ s O] Other: -

15. Do you prefer to enroll in classes for a grade? B
1[0 Yes 2J No

16. My preference would be for the course or activity to:
i [:J Be concentrated into one meetlng (like a workshop) -
2 [0 Be concentrated into two or three mestings
30 Meet twice a week
. 4 [J Meet once a week

- 17. My preference for meeting time (check one): o
1 O Early morning 2 O Late afternoon
2 [J Late morning ‘ 5 [J Evening
3 [J Early aftérnoon i '

&,

NEXT PAGE




,,,,,,

i O Monday s (0 Friday

2 O Tuesday - s O Saturday
3 O Wednesday 7 8 Sunday
a O Thursday ' "

Please place an “X” in the box which matches your rating of
each item. Your comments are welcome!

19. In general, how would you rate this course on the
following items:

e _Stimulating your interest in subject matter

. Méétii’iﬂbﬂi’ expectations

« Overall usefulness : —

Egiééfﬁeés of course objectives
COMMENTS: ‘

20. How would you rate the instructor in the following
areas: '

 Knowledge of subject matter : -

* Preparation

s Fairness in grading _—

¢ Enthusiasm

s Interest in student progress - S

COMMENTS:

" 21. How would you rate the following support services/
facilities for this course/activity:

s Library facilities

s Audio-Visual facilities S

+ Counseling and placement services
* Registration services S

« Business office services

e

COMMENTS:

THANK YOU VERY MUCH

CE/S



Faculty/Staff Survey (CE/F)

‘Personnel responsible for instructing or édministering continuing education
and community service activities are the target populations for this survey.
__——Wnile the instrument was designed primarily for completion by faculty, 1t can
also be easily uséd to gather formal input from the othef bkoféssfohéis associ-

ated with these areas.

The dimensions included in this questionnaire are arranged in three broad

categories. The first category is designed to assess overall arrangements; such
as facilities, day and time of offerings, location, and the coordination of the
offerings internally. The SeCdnd area pfovides for ihput about support services,

such as the library, counseling, registration, and business office services. The
last category gathers information on publicity -- timing, amount, Tocation, and
appropriateness:
The best method of distributing the questionnaires will vary from one
collége to another. If the majdfity of thtfhdihg education and community ser-
vice facuity‘aré pért-timé; it may be best to mail the qQéStiéhhairés to their
homes. If there is some formal "check-out" procedure at the end of a course or
activity, this could be the easiest point for data collection.

A copy of the questionnaire and sample cover memo follow.
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SAMPLE COVER MEMO FOR FACULTY/STAFF SURVEY'

Continuing Education/Community Service

CENTRAL COMMUNITY COLLEGE

fﬁf
FROM:
SUBJECT:
S DATE:

(respondent name)
(Director or Dean)
Evaluation of (offerings)
€EE has. imb]emented;an évaluatidn of écont{nufng eaUcat{thcbmmunity

service). Attached is a questionnaire for your evaluation of (course/
éctiVity).

Please complete the questionnaire by , and return it to

Your responses are very much appreciated and will-be considered as we
plan future offerings:
Ty

Thank you:



CONTINUING EDUCATION AND
~ 'COMMUNITY SERVICE
FACULTY/STAFF SURVEY

program

review .

extension ‘

procedures : ‘ . - ‘ ]

" INSTRUCTIONS: Please answer each question as accurately as you can. Place an “X” in the
: ‘ appropriate box; and write in your responses where appropriate. If you have

not dealt with one of the items, check “NOT APPLICABLE".

. Course or activity: . o

wob |

2. Name: f -

Position: .

‘3. OVERALL ARRANGEMENTS:
« Facility -

.
s Location

“ e Time of course/activity
s Day course/activity offered_______ _ . ]
'« Coordination with continuing ed/community service office ,

COMMENTS:

4. SUPPORT SERVICES: ' e
s Library , - :
 Audio-visual

Counseling -

Registration services ___ _

«_Business office services

COMMENTS:

5. PUBLICITY: B - S
Timing of advertising :

Amount of advertising

_kocation of advertising e

Appropriateness. of target populations

COMMENTZ:

OVER - CEIF




6. What course/activity wotld you like to see offered in the future: ;_ L

g

7. What would you identify as the major strength of continuing education/communit
‘vice courses and zctivities:

~

8. What one suggestion would you make for Improving continuing education/community l
service courses and activities: ‘

|
| | o
15 |

THANK YOU VERY MUCH cel




. o

4

Business/Agency Survey (CE/B) f}

External 6?@&5?23£?66§ frequently request or contract for speciaiizea

service. As c?ien§§ of the cbmmUhity co]]égé, you may béﬂintéréstéd in their
pérceptions of the services provided. ’

%hié survey is es nt1a]1y concerned W1uh the Susiness' ‘s/agency's satis-
faction with the services provided: The questionnaire asks respondents to rate
Six specific items as well as to provide written cominents and sugdestions for
additional offerings. |

This type of survey dffénréérVEé as a pub]1c relations activity as We]] as
an evaluation activity. The é;ijégé will want to present a most professional
image, regardless of the data collection method: As with other surveys in this
section of PREP, each institution will determine the specific audience for data
collection when planning the evaluation. For example, you may be interested
primarily in a review of courses/activities offered for local industry or 6n1y'
in thdéé for which formal contracts were prépared.

There are two forms of data collection appropriate for fﬁ?g target popu-

lation:

1: Ma11ed survey -- Particularly if the population size is large, a
mailed survey may be the simplest form of data collection. Quest1onna1res
should be mailed with a personalized cover letter (sample follows) ond
a prepaid enve]ope As with other mailed surveys, a follow-up may be

necessary to increase return rates. The follow-up may consist of a second

- questionnaire mailing, or, a persona] contact (te]ephone or in person) may
‘be nore effective. .

¢ terview -- The questionnaire for this survey is short
enough,to allow an interview to be practical. If iime and resources per-

mit, the college may find this method more beneficial because indepth
responses may be obtained and requests for additional services can be
responded to immediately. A sample introduction to the interview, which
can be_read over the phone_ by the interviewer, is included in this section:
Interviews may be more effective if a copy of the quesf10nna1reragg cover
letter establishing a tentative interview date are mailed in advance.

0 45



NOTE: If a personal contact is made either as a follow-up to a mailed
questionnaire or as the data collection method; a regular college employee
who is familiar with programs and services should make the contacts.
Obviously, any information given out in this situation should be accurate,
and any assurances made carried out.

Both the mailed survey and the interview introduction include items which
may be completed by the college prior to data collection, such as the name of

théVBUthéSS/agency, name of the course or activity with which they were asso-

ciétéd; and contact person. These items should ‘be com’pieted 'pr‘ior‘ to maﬁfn’g’ or .

interviewing.
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~
SAMPLE COVER LETTER FOR BUSINESS/AGENCY SURVEY
(College Letterhead)
(Date)

(Inside Address)

Dear

We would very-much appreciate your feedback regarding the (name of course/ac-
~ tivity) recently offered by Central Community College.

A short guestionnaire is enclosed along with a prepaid return envelope. Your

candid response to these questions will help us improve services to you and to
others.
Please take a few minutes.to give us your perceptions and suggestions. If you.

have any questicns, I may be reached:at (999) 999-9999.

Thank you very much.

Sincerely,

(Director or Dean)
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SAMRLE INTERVIEW INTRODUCTIOWN SHEET
' Bus1ness/Agency Survey ‘

Business/Agency: : L P . o

Contact Person: .

Telephone: _ ; _« o

eaai«sé/Ac’tiwtya ‘ o

Instructions to interviewer: Ask if this is a good time for_ the respondent to
answer your questions (tell him/her it will take about 15 minutes), | If it is

ot a suitable time for them, set up an appo1ntment to conduct the 1nterv1ew at

a time wh1ch is convenient.

Timer S & I
) A ) ; o ‘ ' s }ifi
e o o]
Introduction (does not have to be read verbatim -- use words you are comfortab]e
with, but do try to include the content belay): - /
My name 1is ., and 1 am __(title or ‘office assdciétion)é at

Central Community Co]]ege ;

" We periodically eva1uate courses and other. activities condicted fér Jocal organ-

izations 'by CCC. Recently, you were. 1nv01veﬂ,w1th {name of- eeurselact1v1§¥:

which is one of the offerings we are interested in evaluating.

I have 11 questions for you. The first six ask for your rating of | 1 through 5
where 1 is poor, and 5 is exce]]ent o : ‘ ‘

{Read items and obtaim rat1ng$ -- check appropriate boxes and wr1te any pert1-
nent comments. ! ;

Cont1nue with additional quest1ons read1ng them as g1vnn to you and wr1t1ng as

accurately as you can the 1ntFrvnewee S responses. )

,we ;can ‘serve you aga1n.

/
o

Thank you very much! I hope

i

e )

.

o
o
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_ CONTINUING EDUCATION
u AND COMMUNITY SERVICE

B BUSINESSI,AGENCY SURVEY
program - e D ) .
review . | - § ' - LT

extension B : . - :

procedures = . » L

INSTRUCTIONS: Please answer each dusstion as accurately as you can. Place an "X in the
‘appropriate box, and write in your responses where applicable.

1. Name of business/agency: -

'2. CourselActivity: _- —

-
v

3. How ﬁédia you i'v}iifé the course/activity provided by
the college: -

4.- How well did the course/activity meet your or-
ganization’s goals/needs: «

5. How do you fee! your request was handled by the col-
lege- administration: . : -

6. In general, the communication betwesn your
organization and the college was: :

7. The facilities provided for this coursé/activity were:

8. The advertising for this course/activity was:

-

9. COMMENTS ON 3 THROUGH 8 -




10 Were'the costs for. tis cour se/a wvuty

"1 [ Low or inexpensive B 3 [0 Somewnhat high »
2 {J Reasonabie 7 , 4 O Unreasonably high ~ .
11. What type of feedback (if any) have you received from partICIpants régardlng thls
coursefctlvnty S
. N
- /A \ -
. ’ o = C
12. What would you identify as the major benefit to your organization from this
course/activity:
} :
) *
o

13. What one suggestion would you make for improving this type of service:

P4
i

7
~

L s

te meet your organlzatlon s or the communlty S needs:

N

ot
-

.+~ _ " THANK YOU VERY MUCH.-.




SECTION III: ARTS AND SCIENCE OR TRANSFER PROGRAMS AND COURSES

Section III of PREP encompasses non-occupational areas such as transfer
. . )

programs; - associate of arts and associate of science programs, -and general

education disciplines. It 1is anticipated that a complete review of non-

occupational programs will require data édiiééi%éﬁ in addition to that included
. here. Various suggestions for the use of existing data and for the collection

of data through methods other.than-PREP are included in this section.

The questionnaires provided in this section are targeted toward student

assessing arts and science/transfer programs and courses is suggestions for

additional data sources. Sectian II1I components are:

1. STUDENTS: A questionnaire is provided to gather student perceptions
of their courses and programs. Survey question areas include demo-
graphic characteristics; perceptual information regarding difficuily,
content and quality of courses,.and overall contributions to the
student's educational experience. .

2. FACULTY: The second gquestionnaire of this section is designed for
gathering input from faculty who regulariy teach general education/
science and arts courses. The survey is structured. in_a manfer
similar to PROE and includes questions on goals and objectives; pro-
cesses, and resources.

3. ADDITIONAL DATA SOURCES: Other sources of information are suggested as
they apply to transfer students, primarily.“. Possibilitiss include
existing records at community and four-year colleges, and student
follow-up surveys._ 2



The survey instruments and additional ‘data sources may be used in a number

‘of different ways depending upon the needs of the college: The alternatives
include:

1. lndlvldualnsurveys -- The surveys of current]y enro]]ed students,
faculty, or fo]]ow-up popu]at1ons cou]d each be conducted separate]y

For examp]e the college may wish to survey all arts and science

faculty in tonJunct1on with an institutional self-study.

2. CdmpféhénSiVé evaluation -- A college could use all of the surveys,

additional data sources, and perhaps others as well, to conduct an
overall evaluation of its non-occupaticnal offer1ngs v

3.  Single program review -- The surveys and other sources of data may be

non-occupational area. This application would be qu1te similar to the
intended use of PROE. .

_4, Ongoing or -ne-shot applications -- The procedures and,1nstrumen§sfln

T this section of PREP could be structured to provide ‘for an ongoing

evaluation of nan-occupational programs ‘and offerings. For example,

‘the_college could decide that each 1liberal arts d1sc1p11he would be
evaluated within a_five-year cycle. Alternatively, needs might be met
best by utilizing PREP to investigate specific areas of concern at the
time that those concerns arise.
Again, PREP -is not designed so that it dictates what sections, components of
sections, or data collection methods are used. These decisions are made by each
college so that an evaluation can be structured to meet information needs effec-

tively and erficiently.

‘Student Survey (GE/S)

Students enrolled in general education or arts and science courses and
programs may be surveyed to gather information concerning course quality,“rele-
vance to their major area, and overall contribution to the éb?iégé learning
experience. Since faculty evaluations are usually conducted on a regular basis
at most ihstitutiéhs, this survey does hdt“émﬁhaSiié evaluative items about
faculty. Some items may be similar to those on a faculty evaluation form,
however, each college may wish to review this survey and determine the extent

| g
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to which it meets information nééds in addition to those met by a faculty
evaluation survey.

Note Eﬁéf the instrument for this student survey is-the same as that for
students iﬁ‘SéEfiaﬁ I, General Education Requirements in GEEﬁbétiﬁﬁéj Programs;
fs discussed in that section, question five (5) allows the researcher to sort
occupational studénts from non-occupational ¢&tudents. The analysis section
provides more detailed information (see page 76). This sorting process is
important when guestionnaires are distributed in the classroom.

Tﬁé student survey may be distrituted by two methods:

1. Mailed survey -- Mailing questionnairés to students has the advantage
of allowing specific respondent selection.  You may identify those students

who have identified themselves as transfer or associate degree- seek1ng
studéht§ Disadvantagés df ma111ng the quest1onna1re include cost, in-

If your college decides to use the mail method, the first step is to

1dent1fy guestionnaire recipients. Depending on. the focus of your study

and institutional information needs; a number of options for defining the
survey population are available: As noted above; all transfer students who
have completed a specified number of courses or credit hours could be
selected. _ Another possibility is to select those students enrolled in a
specific discipline area or even a specific course. A combination of these
two definitions may be mosSt appropriate: for example, if you are reviewing
the Social sciencé area; class 1ists of students enrclled in social science
courses during a given semester could be used as the initial population,
with those students enrolled in occupat1ona1 programs eliminated to produce
the final population.

Samp11ng should be considered as a cost- sav1ng measure: A sample size

chart is included in the analysis section. After\the population has been

defined and all students who "fit" the definition. are identified, some
random sampling procedures should be applied. Possibilities include using
a table of random numbers; having the_computer select a sample or using-the
systematic random sémplihg method. - The systematic random-~sample involves
selection of every Nth_ student from a listing of the totdl population
(every,th1rd student, for example, if you want a samp]e of “300 from a
population of 900). Be sure * the first student name is randomly drawn.

For the above example, place e numbers one, two and three on slips of

paper and have someone draw out a slip. Begin the process with the student

selected in this manner, then simply count off and use every third name:

Tﬁérﬁﬁé$ti§ﬁﬁéjféri§ then mailed to the selected students, along with_a
cover letter explaining the purpose and intended uses of the survey. In
most cases, a second mailing should also be conducted to increase survey
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response rates.. The follow-up mailing may be sent to all students included
in the initial maiiing, with the instruction to_ disregard the second
request if they have already returned a questionnaire. A less expensive
and more reliable method is to code the questionnaires or the return
envelopes prior to the first mailing. As questionnaires are returned; the
.tudent addresses which match the returned code numbers can be eliminated
from a second mailing. Samp]e cover letters for both the initial and
follow-up mailings are included in this section.
Do not forget to include some form of prepaid enve]ope You may pre-stamp
the return envelopes or use a postal permit number (business reply): If
your institution already has a prepaid postage account; using it may be
less expensive than pre-stamping the return envelopes. The prepaid perm1t

costs a few more cents per letter; but you pay only for those question-
naires which aré actually returned. The institution_might also consider
additional incentives for the respondent, such as including a pencil with
the college name on it, @ guartéer, or Some othér inducement.

2. In-class distribution -- This method of administering the question-
naire is less costly and produces higher return rates than the. mailed

method: It does not, however, allow for the finer selection of question-

naire recipients poss1b1e through the mailed method: Another d1sadvantage
is the necessity of 1nterrupt1ng c]asses and obtaining instructor coopera- -
tion.

A sample set of instructions for instructors tc use is included in this
section. These should be modified as appropriate and uSed to obtain a
highér degree of consistency across all the sections in which question-
naires are distributed. Note again that questionnaires from students who

are enrolled in occupational programs may be sorted from those enrolled in

transfer programs. The student quest1onna1re includes a_space to identify

the course:. To be sure that this is possible, g1ve the instructor an

envelope in which to return the questionnaire which is clearly marked with
the name of the course and section number:

As with the mailed methad; the researcher will need to define tha popula-
tion for the survey. In this case; class_sections become. the unit of
analysis; rather than students; and the population is defined in terms of
class sections. Depending upon institutional needs; the population may be
defined as all sections of a given course, a given discipline or sét of
disciplines, or all genraral education courses.

If a large number of sect1ons compr1fe the popu]at1on, samp11ng may be in

order. The number of ‘sections you sample will depend upon the tota],number

of sections and average section enrollments. A sample size chart is

included in the ana]ys1s section. Sections should be samp]ed as randomly
as possible. An easy method is to place the 'section numbers for the entire
popu]at1on in a ‘box and then draw out the needed number of sections. This
ensures that each section has an equal chance of being chosen.
The questionnaire, sample cover letters; and instructions for in-class distri-
bution follow.
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INSTRUCTIONS FOR IN-CLASS DISTRIBUTION OF STUDENT QUESTIONNAIRE

Please read the following 1nstruct1ons to your class before handing out the stu-
dent questionnaire. Use e1ther 2a. or 2b. as circled.

NI
1]

Central Eommunity Co]]ege is.in the process of evaluating
We need student input in order to have a complete picture of the strengths

and problems in this area.

Even though you may not be majoring in this area, we still want you to fill
out a guestionnaire.

If you are enrolled in an occupational program and intend to obtain a cer-

tificate or associate of applied science degree, you should not fill out:

the questionniare: DO fill one out if you plan to transfer or obtain an

associate of arts or associate of science degree:

Be sure to answer each dﬁéstiBh You will see spaces for "don't know" and

"not applicable" answers on the second and third pages.

%
Feel free to WYité iﬁ any cdmménts or §Uggé§tidﬂ§ you hBVé.
You will not be identified -- there is no need to put your name on the
questionnaire.

Distribute questionnaires and pick them up upon completion:

o
0

'



SAMPLE COVER LETTER FOR. MAILED STUDENT QUESTIONNAIRE
(éoiiege Letterhead)

(Date)

(Inside Addfess}
ﬁéar

We need your help. Central Community Co]‘@gp is in the process of réViéWﬁhg
Part of this rc.iew process includes obtaining in-

format1on from our students about this area.

PLEASE take a few minutes and complete thé enclosed questionnaire. -A bFébéia

envelope is provided for your return

We believe that students are a very. important part of the review: Your honest

answers will help us make improvements and identify strong areas.
You will not be individually identified in any repert, or to any faculty member.
Thank you for your cooperation:

Sincerely,

(President or Dean)

ce
<
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SAMPLE FOLLOW-UP LETTER FOR MAILED STUDENT QUESTIONNAIRE
(College Letterhead)

(bate)

(Inside Address)
Dear

Aboit two weeks ago you should. have received a Copy of the enclosed qiestion-
naire. We really do want and need your input. If you have not already com-
pleted the questionnaire, PLEASE take the time to do so.

A prepaid envelope is provided for your convenience. If you have already com-
pleted a questionnaire; please do not fill out this one.

Thank you for your help.

Sincerely,

(President or Dean)

6
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A

GENERAL EDUCATIONIARTS AND SCIENCE
STUBENT SURVEY

program
review

extension
procedures

o

INSTRUCTIONS: Please answer each- questlon as accurately as you can. Place an “X” in the approprlate
box or write in your answer, where needed. Mark only one answer for each question!

1. Course o
2. Are you: 1 O Male 2 O Female - —
3. How old are you: | years Office Use Only |
4. Are you: . ;
1 é American Indian or. Alaskan Native a4 D Hié'péhi'c
2 [ Asian or Pacific Islander 5 EJ White; not of Hispanic origin

3 O Black; not of Hispanic origin
5. Are you )enrolled in this course primarily for (check one box and write in your ma]orl
program

10 Obtammg an Assoclate of Arts or Associate
of Science (transfer) .

30 Meetlng occupat,lonal program requirements

Occupatlonal Program: ———— -

Major: - - - —— . I

20 Obtaining transfer credits

: 4 é Other reasons: o
N Major: ‘

6. How many credit hours have you compieted at this college:

1 (0 None — this Is my first class 4 [0 31 to 45 credit hours
2 1J 1 to 15 credit hours 5 E] 46 to 60 -vré:cﬂ_tihrbi.lriié'
3 [0 16 to 30 cradIt hours 6 [J over 60 credit hours
7. Check the highest level of schooling you have completed:
1+ O Less than high school _ 5 00 Four-year college graduate
2 B High school graduate _ 6 D Master's degree obtained
3 O GED certificate ' 7 0 Ph.D,, Ed.D, J.D;; M:D;; etc:

a 0 Community college graduate

8. How many classes are you taking this term:

1 O One 2 0 Two 3 O Three 4 O Four 5 {7 Five & [J Six or more
9. The times and days this course is scheduled are:
1 O satisfactory _ : 2 OJ Unsatisfactory — | wouid prefer:’
days ———time

OVER, Please 62 | L . GES




COMPARE THIS COURSE TO OTHERS

YOU HAVE TAKEN IN TERMS OF: _

10.

1.

13.

Level of difficulty:

e New vocabulary

» New theories
o New math_

¢ Subject matter covered -

Amotint of work assigned:

* Readings (text)

Outside readings (lbrary)

Written assignments

Special projects o

. Course objectives:

* Show you the relationship batween
this course and other courses in
your major program ' -

« Are focused on by the Instructor to
keep you aware of your prograss

The prerequisites for this course were

by

NEXT PAGE, Please




NOTE ;
CHANGE

14. The instructor:

Knows the subject matter

is_availabie to provide help when you need it

[ |
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« Provides instruction o It is understandable

15. The contribution this course makes to my
anderstanding of my major/program is

16. The amount | learned from this course is

17. The degree to which this course stimu-

lates my interest in this subject matter is

18. The degree to which this type of course
helps me understand the world | live in is

13. The degree to which this type of course
encourages me to éxamine my personel
values is ,

20. The degree to which this type of course
leads me into new ways of thinking is

- @

6.

THANK YOU VERY MUCH




Facu]ty Survey (AS/F)

" The second component of this PREP section deals with gather1ng 1nformat1on‘

from faculty who teach genera] education or arts and science courses. The

Quest1ons are structured accord1ng to the same top1c areas as PROE: goals and
.-ijeétives; ‘processes, and resources. The goals and obJect1ves portion is
aésign'e'é to gather faculty input on such dimensions as the existence, clarity,
use and implementation of goals and 65jéc’t1"ve’;s within a discipline. The pro-
ceésses ‘section is designed to gather data éboqt -instructional methods and
suppart services. The resources section measures availability and quality of
administration; paraprofessional and clerical assistance, classroom facilities,

inét%HCtionai equipment, and so forth. Open-ended quéstions are also included
sensus. The college should consider using the same methods for administration
as are used for occupational facilty surveys. Selection of the faculty and
other professional staff membérs as questionnaire Trecipients will depénd upon
the areas under review and the information needs of the fnstitution If more
than one facu]ty member w111 rapresent a selected d1sc1p11ne, course or depart-
meeting to explain the study and their role in it is advised.

A sample cover memo to accompany individual faculty questionnaires is

included in thisvsection,efoiioWéd by the questionnaire:

65 '
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T 'SAMPLE COVER MEMC FOR FACULTY QUESTIONNAIRE

CENTRAL COMMUNITY COLLEGE.
Interoffice Correspondence

TO: (?a'cui/'/ty name) .
FROM: (appropriate administrator) |
SUBJECT: Review of (department, discipline, etc.)
DATE:

As you may . be -aware, CCC is current]y eva]uat1ng the (name of depart-

ment; d14c1p11ne, etc.). We are using materials fronn the Program

Rev1ew Extension Procedures (PREP) manual to gather data from various

groups.
I consider faculty input to be a v1ta] 1hformatidn,tdmpohén£ diring

this rev1ew Please take a few minutes and complete the’ attached
questionnaire:

Return y'au'i« i‘éspbhse to . _ by [ —

ccmp]et1on

:

Thank you for your continued éﬁﬁﬁd?i.
3 ‘ . '

*******************************x*******x*f *******************x*****************

NOTE: 1If faculty elect to comp]ete the quest1onna1r9 by consensus, you may wish
to meet with them and discuss.that precess ‘ :

l
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program
review

extension _
procedures

o B Y A . .
actilty Percaptions of Non-Occupational Courses and Departments '

o

ARTS AND SCIENCE

FACULTY SURVEY

(\‘

- M . .
B

. T

f-study process, as part of the initial data

'

" This questionnairg is designed to be used in a sel of the initial
y or by group consensus. Appropriate -

gathering activity. It may be completed Individuall

respondents | INS
disciplines and departmen
ministrators, or associated department s

INSTRUCTIONS: The following iterms measure ‘your

include faculty providing instructign in
ts. Also -appropriate may be articuldtion officers;
taff such as counselors and lab supervisors.

liberal arts or general studies courses,
instructional ad-

perceptions; there are ‘no. “right:’ or
the column which you believe best

‘“wrong” answers. Place an “X” in i
For your assistance, the ratings should generally

describes each item.
describe:. ]
EXCELLENT:

GOOD:
ACCEPTABLE:

~ BELOW EXPECTATIONS:
POOR:

You see this item as i'd'e'aiii no need for improvement.
This is a strong rating; with only slight.need for improve-
ment. . S
You see this item-as average, and have definite ideas for
improvement: - . :
This‘item should receive immediate attention.

. This item is'seriously inadequate.

Aiso given is a “Don’t Know" space, for those items about which you have insufficient infor-

mation to form an opinion.

After each major section Is a space for your comments arid st:jgestions, which may heip to~

clarify your ratings or to eiaborate on a prohlem or sire
GOURSE, DISCIPLINE OR DEPARTMENT:
PERSONS PARTICIPATING IN CONSENSUS EVALUATION, OR ||

nath.

//

NDIVIDUAL RESPONDING:

Title —
: /

Name ———




- . 4. Course objectlves are dlstnbuted to students. at the

1. Department or dlsmpllne goals are clearly stated in
. writing.

2. Department of discipline goals are regularly reviewed.

3. Written course objectives are available.

start of each: -course. ¢

&

5. Courise objectives are used with students to monitor
their progress.

6. Grading standards are consistently applied.

7. Course content is current and contains recent re-
. ‘search and theorles :

i L

8. Course content is systematically used to develop
cognltwe skills. :

9. In your epmlen should academic standards be:

a Strengthened 7 SO Contlnued as they are: O Lowered
COMMENTS OR SUGGEéTIONS ON QUESTIONS 1 THROUGH ¢:
R
/
‘ OVER




PROCESSES

THE DEGREE TO WHiCH:

10. Instructional methods respond to individual student
interests, learning styies, and abilities.

11. Support services (tutors, counselors, testing) for the

socioeconomically or academically disadvantaged

12. Support services for the phy. .lly handicapped
meet needs.

13. Support services work in cooperation with general
education/liberal arts faculty. ~

14. Program and course advisement is provided by facul-
ty or other qualified personnel.

16. Course content and organization are regularly
reviewed with four-year colleges, for articulation pur-
poses.

COMMENTS OR SUGGESTIONS ON QUESTIONS 10 THROUGH 16:

6.

NEXT PAGE | ASIF




RESOURCES

THE DEGREE TD WHICH:

20.

21.

25,

26.

27.

Responsibility and authority for administration of in-

structional activities are clearly defined.

. Persons responsible for administering this area sup-

port faculty and other staff.

Instructors maintain teaching competence,

Professional development activities meet needs:

Paraprofessionals (aides, tutors) provide effective
support to this area. Ve

Clerical assistance meets your needs.

Classroom facilities meet acceptable standards.

. Computer resources support instruction:

Instrictional equipment is functioral and current:

instructional materials (charts, films; maps; etc.) are

available and of acceptable quality.

Students have requisite skills to function in this area.

'S

! OVER




.COMMENIS OR SUGGESTIONS ON QUESTIONS 17 THROUGH 27:

N

28 What do you see as the major strengths of your discipline/department:

29. What are the major needs for improvement in your discipline/department, and what
are your suggestions for meeting these needs:
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Additional Data Sources

As noted in the introductory statement for this section, a variety of data
sources may be pertinent to a review of genc-al education or arts and science
courses and departments. The two questionnaires in this PREP section were
are. however, a number of data sources which may be regularly available at your
college. |

This component of Section ** includes suggestions for utilizing such ad-
ditional: sources of information as student follow-up studies, internal records,
and data from four-year transfer institutions: Again, it is entirely up to the
discretion of each community college to determi s which of these sources may be
beneficial in meeting institutional needs. Obviousis. ax<sting ;nformation rep-
resents a tremendous resourcé in any type of self-study and should be considered
for inclusion. |

Student Follow-Up Studies: Mos: communit: colleges conduct student follow-

up studies in order to meet State and Fearal reporting requirements. While the
Féﬁéfiiﬁ@ information is directed toward occupational si‘.ij'cié'rﬂ:s’.i the surveys can
also be (and usually are) mailed to all graduates or all non-returning students:
Such questionnaires may be sorted by student curriculum or program. The
Michigan <:ident Information System (MiSIS), for example, ihciddés data sorted
by Office of Education zode numbars: Usually, a community ccllege will receive
‘pre-engineering students; as well as the individual occupational programs.

Inclided in the MiSIS modéiréré a non-returning student survey and graduate
surveys for one; three, and five.years following graduation: Each of these con-
tains pertinent information about transfer activities and problems, current

employment status, and satisfaction with various college services. Also covered



are the student's reasons for attending the community college and whether or not
their objectives were met.

fOr transfer students. Several Michigan CommUn{ty coiieges have conducted this
type of survey. A samplé questionnaire from Lansing Community College 1is
included in the appendix.

Internal college records: Existing data can sometimes meet information

needs in such areas as-student performance and number of transfers to other in-
stitutions. If records are kept of the requests for transcripts from the com-
miinity college for transfer purposss, these can be reviewed to discovér the fum-
ber of students and four-year schools involved, theé curriculum these students
were enrolled in at your cbi?ege, and grade point averages on an individual or
cumulative basis.

' The comparative grade poin: averages; credit hoars &*tempted and earned,
academic skills/knowiedge tess, anua su forih of students enrolled in transfer
programs can be analyzed to discover potential problem areas. You might wish to
address such variables as enrollment trends in various transfer programs, grade
distributions in 1iL:.ral arts compareu to occupational disciplines, faculty
qualifications and le.ygtn of §§FV?Eé in different disciplines; and cost per
credit hour or per student by department or discipline. These items and many
others may be addressed through existing institutional records and would serve
to supplement the perceptual information gatheréd through PREP survéys and other
surveys. Often, initial identification of strennths and problems is made
through routine data review with more in-depth eVaTnaiion‘$Uéﬁ as surveys stem-

ming from those initial "flags":
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_data: Several four-year colleges and universities

reguiarly supply community colleges with information regarding students w-u have
transferred from the community college. Unfortunately; these data are not stan-
dard from every four-year institution. For example; Lake Superior State College

evels, and new or returning status. Central Michigan

—

providss names, class
University provides name, class level, and number of males and females: Western
Michigan University provides ﬁéﬁé; hours éiiéﬁbféd and hours passed, cumulative
GPA; curriculum; major; and high school: Michigan State University br"ov:ide's all
of these along with the number of transfer credits and the last school attended
pfior to MSU but oniy for students who éppiy, not for curréntiy enrolled
stuca.its.

Such reports are usually sent to the student services area of your insti-
tution I your students generally transfer to one nearby four-year institution,
it may be possible to work out an arrangement for you to receive or collect
additf@nai data. Laws and réguiét{bns fégardihg prii;:y do limit the amount and
specificity of data most schools will reiease without consent of the student:

Articulation officers can often provide information which may be more
difficult to quantify but which can be saluable as a subjective judgement. If
you are evaluating specific transfer programs, contact the articulation officer
or associated faculty members for feedback they may have received from transfer

institutions.
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SECTION IV: DATA ANALYSIS

After questionnaires have been distributed, completed and collected, they
are ready for analysis. There are two options for analyzing the data: manual-
ly and with the assistance of a computer. Hand tabulations and calculations can
be more efficient than using a computer in instances where the number of ques-
tionnaires to be tabulated is quite small, perhaps under 50. Using computerized
data pquéssing is generally more effective with large numbers of returns.

The first part of this section deals with procedures you may wish to follow
when anaiyzing data manuaiiy. It may also be helpful; however, to review the-

portion of the PREP Manual, as w1th other sect1ons, assumes that the user is a
fledgling -esearcher rather than a survey research specialist. For this reason
the procedures suggested begin at a basic level of understanding, and progress
to somewhat more sophisticated proceaures. A
CONSIDER FIRST: |

1. Plan for the data ana1y51s _before distributing guestionnaires. If you

plan to use a computer facility, discuss your needs with the data pro-
cess1ng personnel before questionnaires are printed.

2. Keep accurate records of how many quest1onna1res were d1str1buted how

many were returned, and how many were -ot deliverables-

3. Consider the uses of code numbers or color-coded quest1onna1res if

you will want to have the capab111ty to do such things as mailed

follow-ups, distinguish among various courses or sections, tabulate

data from part-time and full-time faculty individually, and so forth.
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4. Review the questionnaires, cover letters, and instructions. _Any of <
the materials included in this manual can be altered to provide the
best "fit" for your college and its needs.

5. Be sure that the purpose, jntended uses; and responsibilities for the
study aré undérstood by. dall pertinent 4dadministrators and faculty.

In short; plan carefully. The final product will be more valuable and the

process will uncover fewer surprises.
. ,

MANUAL ANALYSIS

Tallies -- Closed-Response Items

The majority of questions in the PREP dﬁééi?éﬁﬁéi?éé are "closed-response"
in nature. The respondent has a set group of categories from which to choose:
The other type of response found in PREP questions is "open-ended", in which
respondents write in their own answers with no predetermined categories.

Closed-respciase questions are the easiest to tabulate. The hand tabulation
of data consists of simply counting the number of responses (check marks) in
each possible response category. A Eéiiy sheet must be constructed for each

question. Such tallies may look like:

Quzstion Categories Tally Total

2. Sex -  Male A I =R
Female , A AW /2
Not given /( y 2

TOTAL RETURNS: 32
Note that a category not listed on the questionnaire but certain to be encoun-.
tered is "not given" or blanks. Include this category for every question.
Without it you will not be able to balance the totals in each category against
the total number of questionnaires returned. You will also need, for some

“ 7




questions;

tions are designed for a single respopse so

as a

“not given".

a category for those who check

If you wish to tally

more than one response.

that double responses can be tallied

double responses, the total at the

bottom of your tai1y sheet wWill refiect the total numbér of responses ICOunt

each check mark as a response) rather than the total number of questionnaires

returned.

excel ent to poor or always to never.

rank category for each question. An example of this type of tally is:

Far too Not

Again, responses are tallied within each

Again, the totals at the far right should be the same as the total number of

questionnaires returned.

Tallies -- Open-Ended Responses

I3

v

The other kind of question found in PREP questionnaires is opei-ended and

the respondent must write' in an answer. These questions are not as amenable to

tabulation and must be dealt with differently than closed-response items.

95.

=3

“ar too Not About - Too Far too Don't Not .
"Question _little .enough .right much _much _know _applicable blank TOTAL
, ' it w oo 1017
new vocab. " HE , j ! N O
S 3 7 13 2 O % / 2 | 32
new T mr,‘:‘ '/’(‘,Ff' / 77 V4 32
theories . : o - . _ — 7 » -
| o 2 18 .8 / 2 o

new math . Hi HH " i V77720 B ol BV L

N - _ : , P A 2

o 3| 51 2| o 4 6| 2 |°2%
subject " W | " ! - / " )
matter e B o |32
covered 2 ? 10 37 / s / Z
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Most experience shows that hand-written responses to questic  may be
effectively presented if b%éééﬁféd verbatim (correcting for spelling if you-

wish) in a typed format with clear 1nd1cat1on of where one response ends and

another begins. _ By déihg this you will have all "the responses to a given

qUéétion togétheri réthér than having to fifp thfough a]] the questwonna1res;

for themselves all comments and suggestions. Also, ai .mity is prééérVéd for
the respondents. A straightforward way to present verbatim responses is:

Question: What would you identify as the major strength of your a{scipiine’?'

1. We are fortunate to have.an excellent faculty who keep up with new deve]op-

ment in their fields and truly serve the needs of students.’
d) facu]ty, b) gobd relations w1th MSU, c) support from admihiSt%atibh

their various majors, and also prepares them for transfer work. ‘

After responses have been arrayed for the open-ended questions it might
be useful to categorize the comments along various dimensions. For example,
positive versus negative comments could form a dichniomized tabulation. More
sophisticated categories might be useful, after Fé§?éﬁ?p§ ‘the individual
responses to determine suitable areas. An example of categorizing open-ended
responses is:

Question: What one suggestion would you make for improving thé supportive rela=
tionship between . genera] education and this occupat1ona] program?

Categories | Tally : Total
More formal communication | A~ 77 ' 7
More program planning coordination 777/ | 2
Noie needed - 177 3
Other miscellaneous - /7 2
Blanks / 7 '
TOTAL RETURNS: - '/ 77
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R

‘talculating Percentages
After tallies are completed for the response categories and they all "add
ip", calculating percentages can be a simple method to summarize the data. In

?i’dé'r‘ to calculate a percentage, divide the number of responses in each response -
!

category by the totz] rumber of resppnses to that question. For example, if 15
. y . N - .

ll

-~

respondents indicated they are males and there are a total of-50 responses, 15

s

divided by 50 is 0.3 or 30%.

If you plan to calculate percentages it is helpful. to set up the-tally

sheets accordingly. Using our earlier example of sex, it could be structured:

3

Question Categories Tally " Total Percentage
2. Sex Males R 1B, 5E.2

Feméies B -)9}9’- //f /2_ 37,5

-2y

Not given 767

2. c.3
32  J00:0

TOTAL RETURNS:

A word of caution: Qhen Haa]ing with a total number of responses under 50 (such
as this exampie) present the numbers involved as well as the percentages in any
report. Percentages can be misleading when small numbers are involved: tor
example, it will be tempting to state that 50% of the respondents rated instruc-
tion as excellent. But if you have only 4 returns the more honest statement s

<

3

that two of the four’ respondents rated instruction as excellen..

Usually, but especially for the ranked response qu)esi:icns:(e:iteﬂent to .

[3

" poor; for example), it is more accurate to compute percentages only for the

97
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ranked respl-es. In other words eliminate any blanks, don't know, and not
spplicabl= -~ ‘onses prior to calcufating percentages. A tally sheet with per-

centages fur one 'of these items might then look Tike:

- Question: ‘The amount I learned from this course is ---

_ Responses - TaMly - Total . Percentage ©

| Poor _ 773 3 - 4.8

e B WP/ e . 97
‘Acceptable . S A/ /6 ' 25.8
Good M RN 27 33,6
Excellent  HE A 70 16.

SUBTOTAL: = T s
2T G2 —1oo \
Don\t Know /7 2 ) o
Not \Applic. - 7 T
Blanks 717 '3 |

" 'TBTAL RESPONSES: : Z 8

t z ' 2,

\

Note.that the 'pér‘cén'i:é-'gésl are based on a divisor of 62 not 68. A statement
sum'mari_;ing this set of responses might say: "Of the 62 students who rated the
amount \they learned from the Eéd%éé, 59.7% rated it as guod or excellent". -
Including responses such as "don't know" and blanks can skew the rating distri-
bution and thus produce misieaaing figures and in/terbretatidné; On many
particular area as it indicates the amount of communication work to be done.
In this c;se, one could state Eﬁéfﬁi (2.9%) of the total respondents did npt
know how to rate the amount they iééfhéa from the course. | ; | |
Calculating The Average Resporise -

The arithmatic mean, or avérage, is often a useful device for summarizing
-

survey data. For PREP guestionnaires, the mean is appropriate primarily for the -
, . 7' e




A

ranked response guestions (excellent to poor, or always to never). The mean may

_also be appropriate for age or other numer'{caii‘y defined response sets. Means

should NOT be employed for responses of a nom1na1 (no mathnmat1ca1 re]at1onsh1p)
J

nature such as program magor, sex,; prefe red 10cat1on etc.

-

iﬁh In order to calculate a mean, muitipiy the number of responses in each

/

/rédsponse category by the value assoc1ated with that response Then SUm'tnese

“scores and divide by the total number of responses* Aga1n, eifmfnate/any
blanks, "don't know" and "ot app11cab1e" responses befOre calculating the mean.
To take our eXamble from the préceeding page, we would assign "exce]]ent"
the value of 5, "good" the value of 4,'"acCeptabie" the value of "3, etE;' Then
multiply the number of “excellent" responses by 5, the number of ngood" ifé'sp'o'h-"

ses by 4, and so forth. These summed scores are theh d1v1ded by the total,; 62,
to produce an average rating of 3.5?/-- about half way between an acceptable and
good rating: The mean ratings canl/then be compared across ‘each ranked response

ddestfdn to ident1fy the h1gher an? lower ranked areas.

Response Valus IotaJ_Reronses vaiue X Total
poor -1 3 3
Below Exp: 2 < /2 22! _ 2 5¢
accataple 3 /é 48 ez
Good “ 4 27 /708
Excellent 5 /6 O
‘ 2 22/

-

S
‘. o o ﬁ '

2,80

Using an average rat1wg for comparisons between d]fferent respondent groups can \&

also be quite useful: For examp]e, you m1ght W1Sh to»ca]cu]ate the average non- .

'ﬁ

occupat1ona1 student rat1ngs and the average occupational student ratings --then

compare the two to discover differences in perceptions:

N
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Age: The other area in which most anaTysts will f1nd a mean he]pfu] is for

the average age. 0On th= que>t1onna1res ( tLdent) which request age, note that:

:téb requnse areas are glven. One is actua’ age 1n years wh1ch is f11Jed out by
the‘regﬁendent. The other is a coe> box which can be UaEd for summar1z1ng the-
age groups into ycategories - and perhaps coding for computer1zed input. A mean
age, as_for the ranked response Guestions; would be calculated by multiplying
the aaﬁséf of responses ; in éaaﬁf category (in this .casé each age) by the
eategoéy, $Uhhih§jthe‘"stbresﬁ and d%Viding’hy the total number_qf responses:

- AGE . IotaJAResponses Age X Total
18 o . 180
19 22 418
20 17 . 340 y
22 - ¢ce o )
23 9 92 - 1275 - z0.¢
27 z 549 ¢z
- / 35 :
35 7 S S
56 !l 56
62 7,275

In this example, the.average age is 1,275 (sum of scores) divided by 62 (total

v

number of respondents) or 20.6 years old. C L N
; Median and mode: Two other statistics mﬁ&h can be _ﬁé'ibfti'i for items SUChJ

as*age and ranked response guestions are the median and the mode.. The moude is’

simply the response category which has the h1ghest number of responses in‘our
age examp]e the mode s 19 because this age category has ‘aygest number of -

responses (22 responses) So we know that even. though the average age. is over

\

20 years old, the largest . s1ngfe age category is 19 years old, SJm11ar1y; look-

ing at the preceed1ng examp]e which ca]cu]ates the mean rat1ng, we note that the

most commonly chosen response was "good" even though the averég\\rat1ng was

'/ , , , «

somewhat below "goqa"; . 84 ‘ SN ‘ N
7 w0 ‘

Y




Another statistic, the median, sheds additional light on findings. The
médién reépresents that point at which half of the responses fall bejow and h:l1f
fall above. It is calculated by adding ore (1) to the total number of res-
ponses, and dividing by 2, then counting up to that point to find the median.
In our age example; we would have 62 + 1 = 63, divided by 2 = 31.5. This
observation, the point between the 31st and 32nd age, is in the 19 year old age

group. So the median age is 19.

19 or younger."

Crosstabulations

A further type 6f.éﬁé1yé?é involves tabulating the nurter of responses,
dents: For éxampHe; you may wish to know the number of part-time faculty who
rated an item as "excellent" compared to the number of full-time faculty who
rated that same item as "excellent" -- or.the differences in perceptions hétween
older and younger students -- or the differences in satisfaction fron industry
community service users when compared to public agency users.

crosstabulations is by simply sorting the questionnaires ints different piles
according to the groups you wish to compare (for example, all responaents under
age 25 in one pile, all over age 25 into another pile). Then prepare the tally

sheets and other statistics for each group and c -. are the results. Of course,

rather than the er*ire questionnaire.
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To display findings from crosstabulations, use a tai:’e:

Question: The degree to which this type of course leads me ir Sw ways
of thinking is:

Occgpétfonai Students Non-Otcupétionéi Students
Fesponse N & | N %

(5) Excailent 25 28.1 56 53.9
(4) Good 30 13.7 20 19:2
(3) Acceptable 25 28:1 15 14.4
(2) Below Expectati-ns 2 2.2 13 12.5
(1) Poor 7 _1.9 _0 _0.0

TOTALS 89 100.0 _ 104 100.0

~ Mean occupational rating = 3.72 Mean non-occupational rating = 4.14

In this examp] on may conclude that non-occ. ‘“ional students are more satis-
fied with the i.  .nan are cccupational stug
NOTE: This procedure must be employed when using *he General Educution/

Liberal Arts Student Su ey, if your purpose in conduciing the survey .s to

obtain occupational students' impressions of their required general education

education courses rather than to occupaticnal students only. Question 5 of that
survey allows the ’épérétion of occupétfonéi and nonZOCCubathnai studert
questionnaire recurns.

As noted at the beginning of this sgction a possibility for identifying
subpopulations, without adding additional questions, is to color-code the
questionnaires: For example; 6ﬁé'Eédj§i§ivé full-time and part-time faculty
different colors. Questionnaires hahdéaféﬁ£ #h courses from various disciplines
could be color-coded by d{scfpiine. :Agéih, pian for the anaiysf§ before the
questionnaires are printéd. -
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COMPUTERIZED ANALYS:>

Pfdgramming beveibpéd for FRE@

A computer program for use in analyzing the data from PREP questicnnaires
was developed as part of the project: Michigan community colleges who are
interested in using this program should contact Kalamazno Valley Community
College:

The PREP questionnaire analysis program provides for:

Frequency counts (tallies) of all closed-response items.

Percentages of the responses to each question tallied:
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Crosstabulations of desired questions:
The PREP researcher who desires to use tﬁis programming should Céntéct the
project director before adding or changing éUésthné on a givan questionnaire.
There are limits or, the number of input codfééi and on the use of '"College Use

0n1y“ code boxzs.

.€ the PREP crmputerized analysis is ﬁéé&; the researcher will need to:

Compile information from all open-ended cesponse questions.
Specify wiiich guestions are to be crosstabulated.

Exercise quality control over the questionnaires -- can the data entry

operator clear;y identify the appropriate entry codes? S

4. Place a four-digit identification number on each questionniare, 0001
through 9999, in_the upper right hand corner of the first page.

5. Complete coding foir any "Collegz Use Only" code boxes.

Student Questionnaire and on the Continuing Education and Community Service

Student Survey. Both of these surveys have a code box for age. This code box

must be filled in if the computer program developed for PREP is used. Use the

following codes for age groupings:



19 and under 1
20 - 24 2
25 - 29 3
30 - 34 4
35 - 44 5
45 - 54 6
55 - 64 7
65 and over 8
BLANKS 9

The other "College Use Dnly" code box is found in the Contin.ing Education and
Ccmmunity Service Student Survey for indicating an occupational code. This
code box was included for the convenience of the researcher but will not be

*nctodrd i1 the computerized analysis developed thrcugh the PREP project:

Other Computér Programs

The PREP questionnaires were designed so that they may be used with any
general nurpose statistical programs, such as the Statistical Package for the

Social Sciencas (SPSS): If your college !:is services avai able which
use FORTRAN or BASIC compute: languages, programming for PREP should be another
viable procedure.

Several Michigan community colleges have access to computer.facilities at
otner institutions. This would.be an avenue tn pursue as well.

Use of PREP does ot dictate computerized analysis but that option is worth
‘pursuing if iéigé.ﬁumbéré of qheéiibgnaireézare‘anticipated. Again, be sure @o
investigate available forms of computer assistance before any dhégiidﬁﬁéifés are
b;{nted.

Su
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SAMPLING

sampling procedures are discusse . where appropriate in Sections I, II and
111 of this Manual. It is again suggested that thé novice rescarcher conenlt
with scmeone knowledgeable if sampling is considered. A social science faculty

T.ad on the next page is a table for selecting appropriate sample
sizes After defining the population to be surveyed; count or estimate the
total number in the bopd]atféh an@ locate the number closest to the pbpuiétioh
size on the léft hand side of the table. Possible sample sizes are located in
the adjoining columns. The further you go to the right in selecting a sample
size, the less the degree of accuracy you may expect. ~In general, you should

choose a sample size which will provide between a 1% and 5% degrez of acc racy.

range unywhore from 20% to éﬁ%, depending upon the popuiétion being surveyed,

their evel of personal interest, #.1 the follow-up activities.
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TABLE FOR SELECTING SAMPLE SIZE

DEGREE OF ACCUHACY EXPﬁESSED AS A PERCENT

POPULATION | *1% 2% =3% 14% +5% +6% +7% +8% 19%  x10%
SAMPLE SIZE o o
100 99 97 92 86 80 73 67 61 55 49
150 a8 182 132 121 108 97 85 78 67 59
200 196 185 169 151 132 115 99 86 75 65
250 244 227 203 177 152 130 110 94 81 70
300 291 267 235 201 169 132 119 101 85 73
350 138 306 264 222 184 152 126 106 89 76
400 385 343 2291 o |23 196 161 132 110 92 78
450 430 ar9 N7 258 208 168 137 113 94 8
500 a76 414 341 273 218 174 141 116 86 81
600 565 481 385 301 25 | 185 14e 121 100 83
700 653 542 423. 324 249 194 .54 124 102 85
800 739 601 asg a3 260 201 158 127 104 86
500 823 655 489 31 . 270 206 181 129 108 87
1300 906 708 517 76 278 imn 164 131 106 88
1250 1067 801 565 401 €92 219 169 134 108 89
7400 1222 | - 885 606 421 302 225 172 136 110 90
1600 1372 961 641 337 310 229 175 138 11 .91
1800 1516 1029 670 451 Nz 233 127 139 112 22
2000 1656 1092 696 462 323 236 179 140 112 92
2500 1984 1225 748 485 433 242 182 142 114 93
2000 2286 1334 788 501 3 245 184 143 115 94
2500 2566 ia2s 818 . 513 347 248 188 144 115 94
~000 2824 1501 843 522 351 251 | 187 145 116 94
307 3065 1586 863 530 354 252 188 . 146 116 35
500! 3289 1623 880 536 357 234 189 146 1§ - 95
60C" 3693 1715 906 546 | 362 256 120 147 17 95
7000 4049 1788 926 553 -365 257 ¢ 191 147 117 95
8000 *| 4365 1847 942 559 367 259 192 148 117 35
9000 4647 1896 . 958 563 369 260 192 | 148 118 96
10000 | 4900 1937 965 567 s 260 193 148 112 96
1500 | 5BSG 2070 997 8T} S-S 194 149 “118 95
20000 5183 2144 1014 - 377 264 193 149 118 96
250¢C7 6939 2191 1624 ST 379 | 284 | i§5 . 150 119 96 -

The above table is hased upon the formula listed below as pubhshed in “Small Sampie Techniques:”
The NEA Research Bulletin, Vol. 38, Decemuier, 1960 Pages 99-104.

=X2NP{1 = P} = @3N - 1) + XP(1 - P).

s = required sample size.

X2 = the table value of Chl -square for 1 degree of freedcm at the desired confidence level (3.841):

"N =the populatnon size: ]

>

P =the popalation proportlon ( S umed to be 50 since this would provide the maximum sample
size).

d=the degree of accuracy expressed as a proportlcn (pz ~'°entage).

.
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PRESENTING THE FINDINGS
Whether you tabulate the data by hand, or have the assistance of a com-
puter, your analysis of the information you have collected should be accurate,

straightforward in its presentation, and as unbiased by any personal feelings as

possib1e. If this is a new endeavor for you, you m1ght consider ask1ng a fa-

to review your findings and make suggéstiohs. 1F ycu prepare a written report
for distribution, proofread it caretully. The veracity of research findings, or

the perceived veracity, will certainly influence the degree to which your report

is considered in deci.ic: making. A few check points for the beginner are:
1: Is the report wr1tten well and attractively pr‘esented7
2. Will the person who is not familiar with the research understand its
purpose, the data collection methods which were used and why they were

used; the data and other information collected, and your conclusions?

3. Have all conciusions been uased entirely upon the findings, and can
. the ‘reader readily see that this is true?
4. Do all the tables or other data displzys balance to the same *
or include an explanation as to why they do not?
5. Are you prepared to answer questions about not only what is

in z written report, hut also about any mere deta11ed inforratic

) which the reported findings are bas~d?

6. Does yct~ report avoid identification of any. spec1f1c individuals,
shether questionnaire respondents or other parties, except in stich in-
stances wh1ch make a, necessary contr1but1on to the proaect &ND 1n

Many Mich1gan commun1ty co]]eges have staff members spec1f1ca11y tra1ned to
conduct research projects and compile - reports. For those who do not ﬁéVi this
type of staff member, a possibility for reducing time, effort and "re- 1nven*1ng
the Wheéj" is' to contact the research officer at another institution and perhaps

obtain sample reports of similar projects.

i

From one researcher to another, may your purpose be knowledge, your samp-
ling be randoin, your data be clean, your conclusions be clear -- and your report
be read!

84
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Michigan Community Colieges COLLEGE-

FACULTY PERCEPTIONSOF
OCCUPATIONAL EDUCATION PROGRAMS

INSTRUETIONS T9 RESPONDENTS

o s - e e
On the following pages you are asked to give your perceptions of your occupational program (such as
registered nursing: = :tomotive technology; secretarial science). The items you are asked to rate are grouped
into the major comp::ents of the Program Review in Occupational Education (PROE) system; namely:
< ¢ Goals and Objectives - :
Processes
Resources .
Rate each item by checking your best judgment on a five point scale ranging from poor to excellent. Only
check one answer per item. A “Don’t Know” column has been r:rovided in the event you really don't have
—— --siifficient information tc rats an item. Space has been provided for you to note comments that may help to

<

clarify your ratings or to indicate modifications of a standard to make it more relevant for your program.
Criteria for excelient and poor ratings are provided for each item. Exceilent represents a nearly ideai.or
exemplary situation; poor, one of Sérious inadequacy. As a guide, ratings may be made with the following in
mind: ) '

EXCELLENT means ideal, top 5 to 10%

GOOD is a strong rating, top 1/3rd .

ACCEPTABLE is average, the middle 1/3rd

BELOW EXPECTATIONS is only fair, bottum 1/3rd

POOR is 'sé'ribuSIy;iria’dé'qUQté, bottcm 5to 10% )
This form may be completed as a consensus evaluation by the piinsip:: sersons ivolved with a specific

rsccupational program. Examples of such persons would be inst-uctors, departmeric or division chairper-

sons, program coordinators, and administrators such as occupational dean. If prefeired, respondents may
complete individuat forms: '

To help with tabulation of responses, please provide the informatiun reguestea below befc:e compléting
your rating. .

PROGRAM TITLE___ | . USOE EODE Fos ——

PERSONS PARTICIPATING IN CONSENSUS EVAL IATION OR INDIVIOUAL COMPLETING 7515 FOR:.:

Name - — - : T|t|e -
- e —r—— - g —
. {

Thanks for your cooperation! ‘ 9; .°

ERIC
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Michigan Community Colleges
FACULTY PERCEPTIONS OF T
OCCUPATIONAL EDUCATION PROGRAMS

COMMENTS

(Flease note explanatory
remarksﬁ or needs for im-
provement)

GOALS AND OBJECTIVES

1.

Participation in Development of Collega

Qccupational Education Program Plan
Excellent—Administrators and/or-other supervisory persc. nel
involved in developing and revising the college plan for this
occupational program seek and respand to faculty, student
and community input. ;
Pgor-=Development of the plan for thlS prtmram is bas:cally

the wr k of one or two pgrsons in the college

Program Goals

Excelient—Written goals far this program state realistic
outcomes (such as planned enrollments, completions, place-

ments) and are used as one measure of program
effectiveness;

-Poor—No written goals exist for this program

Course Objectives
Excellent—Written measurable ob;ectrves have been devel-
oped for all occupatlonal courses in this program and are
used to plan and organize instruction.
ﬁmz—No written objectives have been developed for cou rgea
in this program:

Excehent—Competency based performance objectlves are A
on file in writing; consistent with employment standards;
and tell students what to expect and help faculty pace
instruction.

Poor—Competency based performance otyectlves have not

been developed for courses in tnis pr~gram;

Use of Competency Based Performance

Objectives .
Excellent—Competency based performance objectlves are
distributed to students and used to assess student progress.
Poor—Competency based performance objectives are not

- used with students for progress evaluatron nor are students
aware that they exist;

Use of Inforrisation on Labor Market Nee's
Excellent—Current data on labor market needs and ¢ = -zing
trends in job Jpenirgs are systematically used in developing
a2r. evaluating this program.

Pogr—Labor market daa is noLused in planmng or
evaluation.

Ohi

[ e

El{lc

Aruitoxt provided by Eic:

Use of Information on Job ~rformance

Rzquirements
Exeelf&m—Cv rreqat data on job performance requirements __
- irends are systematically used in developing and evaluat-
n-.,- it.*5 program and ontent of its courses.
3 4 —Job prrforhance reyuirements “infcrmation has riot

2.7 coiiectec for use in plurnirg and evaluatlgg

'
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PROE
Michigan Community Colleges

FACULTY PERCEPTIONS OF

OCCUPATIONAL EDUCATION P PROGRAMS

S

OMMENTS

sase note explanatory
rermarks or nexds for im-
provement)

[

GOALS AND OBJ ECTIVES (Continued)
8. 'laa of Profession/Indiistry Standards
Licellent—Profession/indu:  standards (such as licensing;’
, accreditation) "+ -onsistently used in planning
-and evaluatmg this prograr‘ 3 - content of its coqrses
Pagr—Little or no recogn’ “iven to specific profes-
sion/industry standards - 2nd evaluating this
program.

—

9. Use of Student Follow- Up Information

2 at—Current foflow-up data on completers and leavers
{students with riarketable skills) are consistently and sys-

- tematically used in evaziuating this program.
won Poor— Studen*. follow-up information has not been collected

\ foruse in éi}iidéilﬁé this program.

PROCESSES
10. Adaptation of Instruct:on hd

Exceﬂergt—lnstructmn in aII courses required for this program
recognizes and.responds to |nd|v1dua| student interests,

lgarning styles, skills; and abilities through a variety of _
instructional methods (such as sinall group or individualized

instruction; laboratory or “hands on'’ experiences, open
- entry/ogen exit, credit by exammatlon)

&zg_r—lnstructuonal .approaches in this program do not con-
5|der |nd|v1dua| student dxfferences

DY

11. Relevance of Supportive Courses

Exce a{—Applicables  ~rtive courses (such as anatomy
and g nlogy technic. fnrunications; technical. mathe-

ma*ic. e ‘usely coordi. - eti"with this program and are

kep i: van* ‘0 program goals and current ‘o the needs of
students.

EQ_Q[—-JDD"tIVE coutse content reflects nc planned ap-
proach to meeting needs of students in this program.

11

12. Coordination with Other Community Agencies

and Educational Pregrams:

< Excellenit—Effective liaisan is’ gnamtamed with other pro-

grams and educational agencies and institutions (such as

high schools; other community colleges, four year colleges, _
area vocationat schools, proprietary schools, CETA) to assure
a coordinated approach ard to avoid d''plication in-meeting
occupational needs of the drea or © m.i.onity. -
Poar—College activities reflect a disinterest in coordination
thh ‘other programs and agencies having impact on thlS

program. 7

12

+

13. Provision for Work Experience, VCooperatlve
Education or Clinical Experience,

Excellent-—Ample opport 'nities age provnded for related -
. ‘work expe expericiice, cooperatlve education, or clinical experl-

enice for students in this program:. Student participation is
well conrdinated with classroom instruction and

dicid Wit .

employer sapervision:
Poor—Few opportunmes are provided m,thlsprogram for
related work experience, coaperative education; or clinical

experignce wheré such participation is feas:ble

o

o

ERIC
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PROE
1|ehngan Commumty Colleges
EACULTY PERZEFTIONS OF

QCCUk PAILQNAI;EBHCAI[ON PROGRAMS

COMMENTS
(Please note_expianatory
remarks or needs for im-

_ provernent)

PROCE%SES (Lentmt"ed)

ﬁma;(:;sftgdgnts and po;ent!m students desiring enrol!-
ment in this program-are identified through recruitment
activities, treated equally in enrollment selection; and not

discouraged by unrealistic prerequisites. The program is

readily available and accessibje at convenient times and
locations..
Poar—This program | is not available or accesyplg to most

students seekir.g enroliment. Discriminatory selection pro-
cedures are practiced.

14

15 Provnsmn for the Blsadvantaged

Excellént—=Suipport services are provided for disadvantaged
(such as socioeconomic; cultural, linguistic, academiic)

" students enrolled in this pregram. Services are coordi-
nated with occupational instruction and results are
assessed continuously:
ng_r——ND support services are provided for dnsadvantaged
students enrolléd in this program. i

15

16 Prowsmn for the F{andleapped .

~Excellent -—Support services ara r.oo-wided for. handlcapped

{physical; mental, emotional, :md svver health |mpamng
handicaps) students enrolled in this ~rogram. Facitities and

equipment adaptations are made as ieeded. Services and
facilities modifications are c‘o*mn.dted with occupational
instruction and results are as.+ ﬁ*ynuously;

Pogr—Nn support services or 1300 1 equipment T adi-

.fications are available for handuca va sl deidnenrclac B

; this program.

*

e e ar

17. 'Efforts to A~ hueve Sex Equity

stereotyping in thls program: staffing; student retzrustment
program advisement, and career counseling; a(‘("‘”“ td and’
.3cceptance in programs; selection of curriculz: —aicrials;

’ instruction; job development and placement. .

Poor—Almost no attention is dire: ted toward achieving sex
equn.‘y in this program )

Excej nt—Emphasns is given-to ellmmating sex bias and sex <

18. Prowsuon for Program Adwsement
~in structors or othar ¢ ualified personnel advise

students (day/ evening, weekend) on program and course
selection. Regustratlon procedures facilitate Course selection

. and sequencing:

Poor——lnstructors make no provision for advising students o’n
course and &gram selectuon J

F
A

19. Provision for Career Planmng andewdarnrce
Excellent—Day, evening, and weekerid students in this

_ ‘program ‘program have reé&§ éécess tp career planning and gmdance
- services. . | P 3

R ,Peer«—thﬂe or o prowsnon is made for career piannrng and
Mncmmggs fof students enrolled in this program

.

19
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PROE
Michigan Commumty Colaegcs ,

FACULTY “’ERCEPTIGNS (63

OCCUPATIONAL EDUCATION PROGRAMS

-1

COMMENTS -

(Please note explanatory
remarks or needs for |m~
provemenit)

, PROCESSES (Centlnued)

M}n;;ructors or other quallfled person nel providing
career plannihg and guidance services have cuyrent.ﬁnd

© relevant occupational Kriowledge and ase a variety of re-
sources {such as printed materials, audiovisuals, job

cbservation) to meet individoal student career objectives.

Poor—Career planning and guidance services are ineffective
and staffed with personnel who have little occupatlonal
knowledge

\,,, -

21, Prowsmn for Employabnlty Information:
Exc */Ient——Thns program includes information wh|ch is va!u-r

able to students s employees (on such topics as employment
ies and fiiture potential, starting salary, benefits,

s resporsibilities:and rlghts)

e ! Pggr—Almost no.emphasis. placed on provndlng mformatlon
- |mport§nt to students as eip oyees

21

T
22. Placement Effectiveness for Students in this
Program \
Exceleat—The college has an effectively functioning system

for locatin locating jobs*and coordmatmg placement for students in

this program.

Pogr—The coIIege has no system or an ineirective system for
' locating jobs and coordinatir.z placement for occupatiornial

_students enrolled in this program

.22

\)?i Student Follow up Sysxe'n

Excellent—Success and failure of program leavers and com-

pleters are assessed through' penodxc foliow-up studies.’
JInformation learned is made,ava|lab|e to instructors; sta-

dents; advisory committee members and others conc:ned

{such as counselors) and is used to modify this progiar.

" Poor—No effort is made to follow up férﬁér students of this’
- program. !

i

23

T

24, Promotlon of this Orcupatlonal Pregram

1—An active and organized effort is made to. inform
the public and its representatlves (such as news media,

legislators, board, business comglunltv) of the importance of

providing effective andfcpmdrghgnglye occupational educa- -
) tiorv and specific training fortthls occupatxon toxgam
’ r'ommunlty support.
Poor—There isno orgamzed'pubhc information effort for this
IS , program. . R ! -

24

RESOURCES ! '

25. Prowsuon for Leadersmp and Coordmatlon
! Exce/lent—-Responsnbullty, ahthorlty and accountabmty for

this program are clearly identified and assigned. Admlmstra- 4

._.tive effectiveness is achueved in p!énmn,b Tanaging, a&g.

evaluatlngthlsprogram o .

Poor—There: .are no clearly defm’ed lines of responsnblhty,

auth hority, and accountability for this program. L~

ERIC T | '
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Y 5 53/ ';5 g’ COMMENTS /
7 «f

> / /.i’ / (Please note explanato
remarks or necds for ir -
/s / __provement) ,

FACULTY PERCEPTIONS OF S8

- OCCUPATIONAL EDUCATION PRGGRAML ,,,,,,, /1
RESOURCEb (Contmued)

26. Qualifications of Admlnlstrators andior ' . 26~

" Supervisors * ]
Excellent—All persons respon5|ble for dnrectmg and coordi- M
nating th.s program demonstrate a high level of administrative

abllrt\ “hey are knowledgeable in and committed to occopa-
tionsl cuucation.
Fgr—~Persons responsrble for drrectlng and coordil atlng this
program have Iottle administrative tralmng, educatipn, and
experience. !

ya— - o~ —

27. Instiuctional Staffing ’ 27
ﬁﬁg{ﬁﬁ{—lnstructlonal staffmgLfor thjs program is sufflcrent

to permit optrmuméprogram effectiveness (such as through

enabling instructor, tq meet individual student needs, pro- . . -

’ viding liaison with advisory committees, and assisting
with placement and, f4llow-up activit'es).

ngr—Staffrng is |nadequate to meet the needs of this - . .
program ‘ffectrve|y\1 . . -

28. Qualifications of InsfrUcfionai.éfaff - 28

Excellent—instiuctors in this program have two or more  years ‘ v
in relevarit employment expernence have kept current in their '

. -teachmg competence
" Pgor-~Few instrugétors in this program have_ reIPvant _employ- )
© men! expu ience.or current competence in theu fleld - . . - ‘ s

v

-

,7

ExeeHnﬁf—The college encourages and supports ine con- -;

-

tinuing professional development of facoity throogh such.

- opportunities as conference attendance, currlculum develop-
ment; work experience.
Psor—The college does not éncourage or support professnonal "

development of f faculty.

30. Use of Instiuctional Support Staff - 30 : . . o
. Excelleat—Paraprofessionals {Si‘ch as aides, I._boratory assis- ) : ' :

tants) are used when appropriate to provide classroom help to ) -

students and to ensure maxlmum effectiveness of instructors . , :

irttte program. ' :

Poor—Little use is made of rnstructronal support staff in this

: program . : -

1 - = . e i el Sl w

~31. Use of Clerical %upport Staff - 7 31

Excellent—Office and clerical assistance is available to
instructors in this program and used to ensure maxii. lum .
effeciiveness of instroctors: - - ‘ /

" Poor—Little or no office and olerical assrsténce is avarlable to

instrictors; uneffectrve us3 is made of Elencal support staff.. _ .- -

32. Adequacy and Avarlablllty of nstructuonal 32 o -
: ;Equipment. TR . i
Excellent—Equipment used on or off f campus for thrsprogram - _ / .
. iz Urrent, representative of that used on jobs for which - - 9
e students are being trained, and in sufficient supply to meet -~
the needs of stadents: 9
Poar—Equipment for this program is outmoded and in

o msuffi'c’i'entquanmytosupoortquahtymstructron o . I .

ERIC o
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PROE

-Mlchlgan Community Colleges

FACULTY PERCEPTIONS OF

e

COMMENTS

rPIease riote explanatory

remarks or needs for im-
provement)

OCCUPATIONAL EDUCATION PROGRAMS

RESOURCES (Continued)

33. Maintenance and Safety of Instructional
Equipment
Excellent—Equipment used for this program s operatlonal
safe; and weil maintained:
Poar—Equipment used for this program is often not operable
and is unsafe:

34. Adequacy of Instriictional Facilities

Excelient—Instructional facilities (excluding equipment)
meet the program ob]ectlves and student needs; are func-
conditions.

Poor—Facilities for this program generally are restr|ct|ve

disfunctional; or overcrowded:

34

35. Scheduling of Instructional Facilities
Excellent—Scheduling of facilities and equipment for this_
program is planned to maximize use and be consistent with
gualrty mstructlon

cantly urider- or over-scheduled.

36. Adequacy and Availability of Instructional

Materials and Supplies
Excellent—Instructional materials and supplies are readily
available and in sufficient quantity to support quality
instruction:
Poor—Materials and supplies in this program are Irm]ted in

amount, generally outdated, and lack relevance to program

and student needs.

36

37. Adequaey and Availability of Learnlng Resources

Exceflent—tearning resources for this program are available

and accessibleé to students, current ard relevant to the

occupation; and selected to avoid sex bias and stereotyping.
Poef—Learmng resources for this program are outdated,

limited in quantity, and lack relevance to the occupation.

37

38. Useof Advrsory Committees
Excellent—The adwsory committee for this program is active
and representatrve of the occupation.
Poor—Thie advisory committee for this program is not

. representatwe of the occupatlon and rarely meets.

38

39. Provisions in Current Gperatlng Budget

Exce/fent—Adequate funds are allocated in the college
operating budget to support achievement of approved pro-

gram objectives. Allocations are planned to consider
instructor budget jnput.

Poor—Funds provided are. serrously inadequate in relation to
approved objectives for this program.

39

40. Provisions in Capital Outlay Budget for

Equipment

Excellent—Funds are allocated in a planned effort to provrde

for needed new equipment and for equipment replacement

and reparr consistent with_the objectives for this
program and based on msﬁtrfgoEoﬁrlnipgti -

Poor—Equrpment needs in this program are almost totaily
unmet in the capital outlay budget. ,

97
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PROE | | ’ 1
Michigan Community Colleges
FACULTY PERCEPTIONS OF

OCCUPATIONAL EDUCATION PROGRAMS

Plezse answer the following: (Use back of page and extra sheets:if nece ‘sary).

1. What are the chief occupational education strengths of your program?

2. What are the major needs ‘or improvement it your program and what action is required to achieve these
improvements?

PLEASE IDENTIFY THE POSITION OF THE PERSON COMPLETING THIS FORM AND THE OCCUPATIONAL PROGRAM
(suich as registered nursing, data processing): ;

Check One: | Program:
Division/Department Chair
Faculty -—
Counselor N a
Other, piease specify: . 95

N
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 LANSING COMMUNITY COILECE‘
TRANSFER STUDY QUESTIONNAIRE

[1ann1ng my pr)eram as a new LEE student

“toward\the middle of my academic program

nd of my academic program
Had you ever planned o transfer to a college other than your. present one? Yes No
EHEEK (X; the ONE category that best describes why you decided to transfer

lgggfam11y rejocation

2 a change in educational goals

3 to complete a four year prosram

2""to attend an i~stitution away from home
5 other {please specity)

CHECK (X) the ONE category that best describes the source that provided you with the

most guidance as you planned your academic program at Lcc.
1 —an LCC counselor 4 planned my own program

ZAAAStucents/fr1ends o . 5 other (please specify)
3 tﬁe curriculum guide [

Please . 1nd1ca*e with a CHECK (X) how strongly you agree or disagree with each of the

following statements concerning transfer students.

[ o R il
| Strongly - | l. S Stromgly
__ Agree Agree | Mmeutral ! Disagree - Disasree
T T

!*he curr1cu1um eu1de was a va]uab]e

 tool when a]anr*ng your program:

| LCC counseiors seemed krow]edgeab1e

| about transfer requireménts

iStudents should meet with LCC
counselors before transferring
;7

"Students should meet with represen-
ztatJves:from,the 4 year college

' before transferring
' Students should visit the campus
- before transferring

{ |
| |
|
|

Will you comp]ete your baccalaureate degree w1th1n the time per1od you exbected?

Yes No If no, why not?
- —x

7.1 acadgm1c difficulties.
2__1 loss of credits in the transfer proce§‘
3___poor curriculum planning
4 T unrealistic expectaticns

57 *inancial cons1derat13ns
6__other (please specify)’ o

1y



8. Rate the prepuration you receivad at LCC in each of the following academ1c Skn]l
areas by €iRCtiNG theIQUMBER which best describes your response
- PREPARATION
L o above belcw . '
excellent average average average poor ,
‘Read1nq sk#lls44747 1 2 3 L S
a "Writing-skills 1 2 3 &5 |
espeaklnqgskJ11s 1 2 3 4§ !
~Reasoning skills 1 2 3 4 5 !
" Study skills 1 2 3. 4 5
9. Many of the courses at LCC involve teaching methods other than the lecture method.
Several of these non-traditional teaching methods are listed below. Rate -each.¢
tea:hing method by CIRCLING the NUMBER which best describes your response. Where
appropriate CIRCLE NOT APPLIEABLE (N/A):
o R ——"  below
TEACHING METHODS ] | éiEEI1Eﬂf_i;.2.;!:;L,4lﬂﬂgg, AS:rg;Q poor agptn?c;ble
Eatural Science A.V Lab—] 1 2_ 3 4 5 N/A
Psychology P.S. T. wb i 1 2 3 4 5 N/A -
Socjal Science Lab-lounge 1 2 3 3 5 - - 4eaxf
Physics Keller Plan ! 1 2 3 4---—5
 Mathematics S.P.1. Lab ' 1 2 3- 4 5  N/A
Writing tab ] 2 3 a5 N/A
Fore1gn Language Lab [ 2 -3 4 5 N/RA
10. This section. 1s concerned Wwith 1ns;ruct1ona1 standards at LEE compared W1th

instructional standards at your present school.

. Please indicate the degree of

difficulty AT YOUR PRESENT SCHOOL with a CHEEk (X) for each of the following:

PRESENT SCHOOL

Grading standards

mach More Samewhat. - - Less. Miich [s§
| u,mm);_m«hcult Same Difficult Diffienie |
.Y

The. amuunt,of

L reading. as 49n8d
A

The .readin
_assignment
Library assignments |




. The items in this section are related to the goals of iiberal arts. educat1cn

at LCC. For each item CIRCLE the NUMBER which indicates the_emphasis you ____
felt LCC PLACED on each gcal and the emphasis you feel SHOULD RAVE BEEN PLACED

on each goal:

-
—

! — EMPHASIS _ r - FMDHAQ:Q v g
ACTUALLY PLACED _ r SHOULD HAVE BEEN PLACED !
| -Strong “Some . - i Snong _. Some No_

_ ' brphasis ('mﬁigyg Emphasis Emphasis Emphasis Emphasis
 the academic skiils necess-. _ _ , R ] E , , ]
‘ary for success in subse- f 1 ? 3 4 5 1 2 3,4 5

-quent college work = l
rthe skilis and kncwiedge ! , o - _
‘directly related to your ! 1 2 3 4 5 1 2 3 4 5
.career or major ' : o ; '
+developing a broad general . R - ,
understanding of the phy- | 1 2 3 g 5 1 2 3 4 5
+sical and social werld 5 :
-on understanding a i , , _ | - -
.specidlized field of i1 2 3 4 5 o 4 1 2 3 4 5
‘knowledge i Do
ithe development of self- | _ ] Py
rknowledge and a sense Pl 2 3 a 5 1 | 1 2 3 4 5
icf personal identity P b _ ‘
: | i 1
'va]ues and morals ! 2 3 4" 5 1 1 2 3 4 5
Ton the scientific ! _ B 0 , 's
imethod and research D1 2 3 4 s 11 2 3 4 5
itechniques \, ! b __ i
jon an appreciation 1z 3 e s i1z 3 &5
-of the arts ! P ; i
1an understand]ngfgr ! , l IR
;society's i11s and ro1 2 3 4 5 1 1 2 3 4 5
;alternative solutions : P ;
.an understanding of - ; | g
\h1story 1 2 3 4 5 . 1 2 3 4 5 l
fan gnqgr&érjdmg of how | . , f I , E
'tc form good relation- i1 2 3 4 5 1 11 2 3 4 5 .
'shipe with others __ : Lb
,%he ability to be fluent ~ L , , I ] _
.in §poken and wr1tten i 1 2 3 4 5 4 ¢ 1 2 3 4 5
't:rg1 ish - . - - o
ithe a@llwgg to critically , _ , I o .
ievaluate the spoken and 1 2 3 4 5 D1 2 3 4 5
iwritten words of others- P .
iadvice and guidance in - | . S ' e 1 2 z
jchoosing a career | 1 2 .3 4 5 f 1 2 3 4 2

12. If uhe tuition at LCC were a§ nigh as tuition at most other co1leges and universities

would you recommend that a fr1enq‘or relative attend LCEC?
S # Yes Yo WHY? .

<
et
=
')




13.

For each course listed below please CHECK (X) whether or not your interest in
related courses INCREASED or DID NOT INCREASE as a result_of taking the course

at LCC. If you did not take the course at LECC CHECK (X) NOT APPLICABLE (N/R).

In the second column please indicate whether or not you feei that the courses

1istéd beiow adequately prepared you for advanced courses.

APPLICABLE (N/A) where appropriate.

o

CHECK {X)

NOT

|

PREPARATION

NO j'

ot el N/A

i
| Adequate

Adeauate '

TNATURAL SCIENCE (Physical Worid-

' Rocks_& Stars-Living World)

i

|
i
T

CHEMISTRY (Intro to Chem, Gen.Chem I
_1I, 111-0rg.Chem-Bio Chem)

-
!
| Ves
|
i
i

]

~BIOLOGY (Anatomy-Physiology-Micro=
—Biology-Zoology) - - ;

i 1
'
v
1
(

PHYSICS (Non-Calculus, Calculus)

| COLLEGE ALGEBRA AND TRIGONOMETRY

| cALCULUS

[TTEZRATURE [Intro to Poetry, Drama,
Prose,. Am. Lit)

ENGLISH (Snort Story, Types of

Literature) __

WESTERN CIVILIZATION {Hum I, II, III)

'
|

HISTORY (Am Hist; Mich HiéEBFyz

ont - :

RELIGION (World Religion, O1d Testa-
-ment., New Testament)

PHILOSOPHY (Reasoning; Who Am 17,

| Self & Society, Life Cosmos)

WRITING SEQUTNCE (Composition)

READING . |

SPEECH : |

| FOREIGN LANGUAGES (Sp-Fr) 5

iEREATIVE WRITING

| SOCIAL SCIENCE SEQUENCE (Social
Science I; II; IIi)

i

GOVERNMENT (American, State; Local) i

PSYCHOLOGY

| GEOGRAPHY ~
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